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Double  Entry  for  Wholesalers 


The  following  set  has  been  prepared  to  present  in  a  practical  manner  the  general  routine 
of  a  wholesale  dealer,  and  to  illustrate  the  use  of  each  book  as  a  book  of  original  entry, 
from  which  debits  and  credits  are  posted  to  the  side  ledgers  and  the  general  ledger,  We 
will  briefly  describe  the  books  used,  and  the  process  of  posting  from  each  one  to  the  ledgers. 

The  Special  Column  Journal. 

The  Journal  is  used  for  the  opening  entries  and  for  such  other  entries  as  cannot  be  fully 
recorded  in  the  other  books.  Besides  the  regular  debit  and  credit  columns,  two  special  col¬ 
umns  are  arranged  for  occasional  entries  that  relate  to  the  purchase  ledger  and  sales  ledger. 

If  a  customer  belonging  to  our  sales  ledger  gives  us  a  note  or  any  other  thing  of  value 
except  cash  to  apply  on  his  account,  we  would  enter  the  transaction  in  the  journal,  debiting 
the  proper  title  and  extending  the  credit  amount  to  “Sales  Ledger  Cr.’’  column.  If  we  give 
a  note  or  any  other  thing  of  value  except  cash  for  credit  to  a  firm  belonging  to  our  purchase 
ledger,  we  would  journalize  the  transaction,  extending  the  debit  amount  to  “Purchase 
Ledger  Dr.”  column,  and  crediting  the  proper  title. 

-  Merchandise  returned  to  us  by  any  of  our  customers  or  allowances  made  by  us  to  them 
on  account,  would  be  journalized,  debiting  “Mdse.”  and  extending  the  credit  to  “Sales 
Ledger  Cr.”  column.  Credits  to  us  for  merchandise  returned  or  other  allowances  to  us  by 
firms  belonging  to  our  purchase  ledger,  should  be  extended  to  the  “Purchase  Ledger  Dr.” 
column,  and  credited  to  “Mdse.” 

Before  posting  from  the  journal,  the  special  columns  should  be  added  and  their  totals 
should  be  carried  to  the  general  columns,  as  in  the  model  page  of  the  journal  under  date  of 
Nov.  3. 


The  Special  Column  Cash  Booh. 

The  cash  book  may  have  any  number  of  special  columns,  in  order  to  group  entries  of 
the  same  kind  and  avoid  so  many  postings  to  the  ledger.  In  this  set  we  have  arranged  for 
four  money  columns  on  the  debit  side,  and  five  on  the  credit  side. 

Cash  received  from  a  firm  belonging  to  the  sales  ledger,  will  be  extended  to  “Sales  Ledger 
Cr.”  column.  If  the  firm  deducts  a  cash  discount,  as  in  the  case  of  James  Lee  (sixth  entry), 
the  amount  of  discount  is  extended  to  “Discount  Dr.”  column,  and  the  full  amount  of  his  in¬ 
voice  to  “Sales  Ledger  Cr.”  column.  Cash  received  for  sundry  small  sales  not  entered  in  the 
sales  journal,  will  be  extended  to  “Mdse.  Cr.”  column.  Cash  received  from  other  sources  than 
sales  of  merchandise  and  sales  ledger  accounts,  should  be  extended  to  “General”  column. 

Cash  paid  to  a  firm  belonging  to  the  purchase  ledger,  should  be  extended  to  “Purchase 
Ledger  Dr.”  column,  the  amount  of  the  bill  before  discount  being  used.  If  any  discount  is 
deducted,  it  should  be  extended  to  “Int.  and  Dis.  Cr.’’  column.  Cash  paid  for  expense 
items  should  be  extended  to  “Expense  Dr.”  column.  Cash  paid  for  merchandise  not  en¬ 
tered  in  the  purchase  book,  such  as  freight  and  drayage  charges,  should  be  extended  to 
“Mdse.  Dr.”  column.  Other  cash  payments  should  he  extended  to  “General”  column. 

Before  balancing  cash  and  posting,  the  totals  of  the  special  columns  should  be  carried 
into  the  general  columns.  The  total  of  “Int.  and  Dis.  Dr.”  should  be  carried  to  the  credit 
side  of  Cash  in  the  general  column,  with  the  explanation  “Contra  total.”  The  total  of 
“Int.  and  Dis.  Cr.”  should  be  carried  to  the  debit  side  of  Cash  in  the  general  column,  with 
the  explanation  “Contra  total.”  The  cash  balance  will  then  appear  in  the  general  column. 
(The  cash  book  is  illustrated  on  pages  8  and  9.) 
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The  Purchase  Journal. 

In  a  business  where  there  are  many  purchases  of  merchandise,  it  saves  work  to  record 
them  in  a  separate  book,  called  a  “Purchase  Journal”  (also  called  an  “Invoice  Book”).  If  an 
invoice  or  bill  accompanies  the  goods,  the  purchase  is  not  itemized  in  the  purchase  book;  as 
the  filing  of  the  itemized  invoice  will  be  a  sufficient  record  of  the  items  and  prices. 

A  purchase  journal  may  be  kept  with  regular  journal  rulings;  hut  business  men  who 
watch  discount  offers  and  maturities  of  their  bills,  require  special  columns  in  the  purchase 
journal,  showing  when  bills  must  be  paid  in  order  to  claim  the  cash  discount  offered,  and 
how  much  must  be  paid  after  deducting  the  discount.  The  total  of  the  face  amount  of  the 
hills  is  carried  to  the  general  ledger  to  the  debit  of  “Merchandise”  and  the  credit  of  “Pur¬ 
chase  Ledger.’’  The  amounts  in  the  other  columns  of  the  purchase  journal  are  merely 
memorandum  entries  for  reference,  and  are  not  posted.  If  a  purchase  is  not  accompanied 
by  an  invoice  and  requires  itemizing  in  the  purchase  journal,  the  items  and  prices  can  be  en¬ 
tered  in  “Remarks”  column. 

The  Sales  Journal. 

All  sales  at  wholesale  are  usually  accompanied  by  bills  of  items,  called  Invoices,  copies 
of  the  same  being  written  in  a  special  book,  called  a  Sales  Book.  In  later  bookkeeping 
methods  the  invoices  are  written  witl^  copying  ink  and  impression  copies  are  taken  in  sales 
books  made  of  tissue  paper.  A  still  later  method,  and  one  now  being  extensively  used,  is  to 
write  an  invoice  and  duplicate  by  means  of  a  carbon  sheet,  passing  the  original  invoice  to  the 
buyer  and  keeping  the  duplicate  as  the  itemized  record  of  the  sale.  These  sale  sheets  may 
be  in  bound  books,  the  original  invoices  being  torn  out  and  the  duplicates  being  kept  in  tbe 
book.  Other  accountants  have  the  sale  sheets  unbound,  tbe  bookkeeper  binding  the  dupli¬ 
cate  invoices  in  patent  loose  leaf  binders. 

In  the  present  set  the  student  will  use  sale  sheets  in  bound  books  or  tabs,  tearing  out 
tbe  originals  and  keeping  the  duplicates  in  the  books  as  itemized  records  of  the  sales.  For 
convenience  in  posting,  the  amount  and  terms  of  each  sale  will  be  carried  to  a  “Sales  Jour¬ 
nal,”  illustrated  on  page  10. 

If  a  cash  sale  of  sundry  small  items  is  made  without  billing,  it  will  not  appear  in  the 
duplicate  sales  book,  and  hence  will  not  be  recorded  in  the  sales  journal.  In  such  case  it  will 
be  entered  only  in  the  cash  book,  the  amount  being  extended  to  “Mdse.  Cr.”  column. 

If  a  discount  is  given  on  the  sale  at  the  time  the  sale  is  made,  the  discount  should  be 
deducted  before  the  amount  of  the  sale  is  extended  to  the  amount  column  in  the  bill.  If  a 
discount  is  offered,  conditional  upon  payment  being  made  at  a  specified  time,  a  memorandum 
of  tbe  discount  offer  will  be  made  in  the  space  for  “Terms,”  but  no  discount  should  be  de¬ 
ducted  from  the  bill  when  it  is  delivered  to  the  buyer. 

During  tbe  latter  half  of  the  course  in  business  practice,  the  student  will  be  required  to 
keep  branch  store  accounts  in  the  general  ledger,  and  entries  of  merchandise  billed  to  tbe 
branch  stores  will  be  extended  to  the  “General  Ledger”  column,  in  the  sales  journal,  all  other 
sales  being  extended  to  the  “Sales  Ledger”  column.  The  total  of  the  Sales  Ledger  column 
in  the  sales  journal  for  each  posting  period  is  posted  to  the  general  ledger  to  the  debit  of 
“Sales  Ledger,”  and  the  credit  of  “Merchandise.”  The  sales  journal  is  illustrated  on  page 
10,  the  entry  in  the  “Remarks”  column  of  the  first  sale,  2/10  n/30,  means  a  discount  of 
two  per  cent  is  offered  if  the  bill  is  paid  in  ten  days,  the  bill  being  due  without  discount  in 
thirty  days. 

The  Bill  Book. 

The  bill  book  in  this  set  will  be  kept  merely  as  an  auxiliary  book  for  itemizing  bills  re¬ 
ceivable  and  payable,  tbe  debits  and  credits  being  carried  through  the  journal. 

Side  Ledgers. 

In  a  business  of  any  considerable  magnitude  it  is  convenient  to  divide  tbe  ledger  into 
departments,  instead  of  having  all  accounts  in  one  book.  This  plan  is  well  illustrated  in  (he 
present  business  by  having  two  side  ledgers  for  special  classes  of  accounts,  and  a  general 
ledger  that  exhibits  tbe  general  condition  and  success  of  the  business.  If  there  are  many  ac¬ 
counts  with  customers,  it  is  convenient  to  group  such  accounts  in  one  ledger  called  a  “Sales 
Ledger.”  If  we  have  a  considerable  number  of  creditors  whom  we  owe  for  purchases  on  ac¬ 
count,  it  is  convenient  to  have  a  “Purchase  Ledger’’  for  such  accounts. 
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One  account  may  be  kept  in  the  general  ledger,  showing  the  total  debits  and  credits 
that  are  carried  monthly  to  the  sales  ledger,  and  another  account  showing  the  total  debits  and 
credits  that  are  carried  to  the  purchase  ledger,  and  thus  the  proprietor  may  ascertain  the 
general  condition  of  his  business  by  a  glance  at  the  limited  number  of  accounts  in  his  general 
ledger,  even  when  there  may  be  hundreds  of  open  accounts  in  his  side  ledgers. 

The  Sales  Ledger. 

In  posting  to  the  sales  ledger,  each  customer  will  he  debited  with  the  amount  of  his 
purchases,  as  recorded  in  the  sales  journal,  and  credited  with  cash  or  notes  received  from 
him  and  other  allowances,  as  recorded  in  the  cash  book  and  journal. 

According  to  the  best  usage  of  wholesale  merchants,  every  regular  customer  is  given  an 
account  in  the  sales  ledger,  even  if  he  buys  for  cash.  He  will  be  debited  with  the  net 
amount  of  each  sale  and  credited  with  the  cash  received,  in  order  to  show  the  merchant  the 
volume  of  sales  to  each  customer  during  the  year.  Such  information  is  worth  far  more  to 
the  merchant  than  the  cost  of  the  extra  labor  of  posting  the  debits  and  credits  of  cash  cus¬ 
tomers.  If  the  firm  buying  for  cash  is  a  transient  customer,  he  would  not  have  an  account 
in  the  sales  ledger.  His  entry,  if  in  the  sales  journal,  would  be  checked  (V)  and  the  corre¬ 
sponding  entry  in  the  cash  book  would  also  be  checked,  indicating  that  neither  entry  should 
be  posted  to  tbe  sales  ledger. 

If  frequent  sales  are  made  to  firms  who  do  not  have  regular  ledger  accounts,  and  the 
goods  are  sent  out  C.  O.  D.,  it  is  advisable  to  group  such  entries  in  the  sales  ledger  under 
the  title  “C.  O.  D.  Accounts.”  A  line  is  reserved  for  each  sale,  the  date,  the  name  of  the 
firm  to  whom  the  sale  is  made,  the  folio  of  the  sales  book,  and  the  net  amount  of  the  sale 
being  recorded  on  the  debit  side,  and  tbe  same  line  on  the  credit  side  being  reserved  for  re¬ 
cording  the  payment  of  the  bill.  If  payment  is  made  in  two  or  more  installments,  they  will 
be  entered  in  one  line  as  illustrated  in  the  following  account : 


C.  O.  D.  ACCOUNTS. 


190  — 
Nov. 

2 

C.  E.  Horton 

2 

126 

72 

190- 

Nov. 

3 

v-  $40— hr  $86.72 

1 

$126 

3 

J.  A.  Strong 

3 

154 

69 

V  $45 

The  Purchase  Ledger. 

In  posting  to  the  purchase  ledger,  each  firm  is  credited  with  the  face  amount  of  the 
purchases  from  him,  as  recorded  in  the  purchase  journal,  and  debited  with  cash,  notes,  and 
other  allowances  given  him,  as  recorded  in  the  cash  book  and  journal. 

The  General  Ledger. 

The  accounts  in  the  general  ledger  are  posted  from  the  journal,  cash  book,  sales  book, 
and  purchase  book.  From  the  journal  and  cash  book,  all  debits  and  credits  are  posted  that 
are  extended  to  tbe  general  columns.  From  the  sales  journal,  tbe  total  of  tbe  sales  for  tbe 
given  period  are  posted  to  tbe  debit  of  “Sales  Ledger,”  and  tbe  credit  of  “Merchandise.” 
From  the  purchase  journal  the  total  of  the  purchases  for  the  given  period  are  posted  to  the 
debit  of  “Merchandise,”  and  tbe  credit  of  “Purchase  Ledger.” 

Trial  Balances. 

A  trial  balance  of  the  general  ledger  and  cash  balance  can  be  taken  at  any  time  with¬ 
out  referring  to  the  side  ledgers.  The  accounts  in  the  sales  ledger  are  proven  correct  by 
making  a  trial  balance  or  a  list  of  the  balances.  Tbe  sales  ledger  will  not  be  in  balance  un¬ 
less  all  accounts  are  closed,  but  the  excess  of  the  debit  balances  of  tbe  sales  ledger  will  equal 
the  debit  excess  of  “Sales-Ledger”  account  in  the  general  ledger.  The  accounts  in  the  pur¬ 
chase  ledger  may  be  tested  in  the  same  manner;  the  excess  of  the  credit  balances  of  the  pur¬ 
chase  ledger  will  equal  the  credit  excess  of  “Purchase  Ledger”  account  in  the  general  ledger. 


MEMORANDA  FOR  THE.  MODEL  ENTRIES. 

NOVEMBER  1,  190... 

C.  A.  Carpenter  and  the  student  have  formed  a  partnership  as  wholesale  dealers  in  gro¬ 
ceries,  under  the  firm  name  of  C.  A.  Carpenter  &  Co.  Each  partner  is  to  receive  a  salary 
of  $100  per  month,  after  which  the  net  gain  or  loss  is  to  be  shared  by  each  according  to  his 
average  investment. 

C.  A.  Carpenter  invests  a  stock  of  merchandise  inventoried  at  $5100.25,  and  cash 
$839.75. 

The  student  invests  cash,  $1500. 

Paid  cash  $250  for  one  month’s  rent  of  store  building,  with  the  privilege  of  re-renting 
office  rooms  on  third  floor. 

Received  an  invoice  of  sugar,  etc.,  of  Kephart  &  Co.,  Philadelphia,  dated  October  28th, 
amounting  to  $501.50,  on  account  for  60  days,  with  a  discount  offer  of  ljd  per  cent,  if  paid 
within  10  days. 

Paid  cash  $55  for  freight  and  drayage  on  above  invoice. 

Sold  James  Lee,  Vinton,  2  bids.  A  sugar,  300  and  305  lbs.  @  4j4c,  2  bids.  G  sugar,  315 
and  318  lbs.  (a)  4-)4c,  1  brl.  amber  syrup,  45  gals.  @  42c,  1  bid.  New  Orleans  (N.  O.)  mo¬ 
lasses,  48  gals.  @  38c,  charging  for  drayage  to  depot  50  cts.  Billed  on  account  30  days,  with 
a  discount  offer  of  2  per  cent,  if  paid  in  10  days. 

Sold  Kingman  &  Co.,  Toledo,  3  bids.  C  sugar,  315,  315  and  317  lbs.  @  4c.  2  brls.  Porto 
Rico  (P.  R.)  molasses,  48  and  50  gals.  @  33c,  2  brls.  A  sugar,  307  and  309  lbs.  @  414c, 
charging  for  drayage  60  cts.  Billed  on  account  30  days,  with  a  discount  offer  of  2  per  cent, 
if  paid  in  10  days. 

Received  an  invoice  of  tea,  coffee,  etc.,  of  Grant,  Kennedy  &  Co.,  New  York,  dated 
Oct.  27th,  amounting  to  $1459.74,  bought  on  account  for  30  days,  with  a  discount  offer  of 
2  per  cent  if  paid  in  15  days. 

Paid  cash  $39.30  for  freight  and  drayage  on  above  invoice. 

Sold  E.  M.  Bundy,  Deerfield,  2  brls.  C  sugar,  320  and  325  lbs.  (a )  4c,  2  brls.  amber 
syrup,  44 14  and  45  gals.  @  42c,  1  chest  English  Breakfast  (  E.  B.)  tea,  45  lbs.  @  45c,  2  sacks 
Rio  coffee,  140  and  142  lbs.  @  18c,  charging  for  drayage  25  cts.  Deducted  a  discount  of  2 
per  cent  on  sugar  and  syrup,  and  3  per  cent  on  tea  and  coffee,  and  received  cash  for  the 
proceeds  after  discount. 

Paid  cash  for  letter  circulars  for  advertising  the  new  firm,  $6.25. 

Sold  E.  C.  Martin,  city,  1  sack  Rio  coffee,  150  lbs.  @  18c,  1  chest  Y.  H.  tea,  70  lbs. 

(a)  40c-  Billed  on  account. 

2. 

Sold  Henry  Thompson,  Thompsonville.  2  brls.  C  sugar,  321  and  324  lbs.  @  4c,  1  brl. 

N.  O.  molasses,  47  gals.  @  42c,  1  chest  E.  P>.  tea,  44  lbs.  @  45c,  1  sack  Rio  coffee,  151 

lbs.  (a)  1714c,  charging  drayage  25  cts.  Billed  on  account  30  days. 

Sold  Ray  Turner,  Dayton,  2  chests  Y.  H.  tea,  70  and  72  lbs.  @  40c,  1  chest  Japan 
tea,  65  lbs.  @  42j4c,  2  brls.  oat  meal,  150  and  150  lbs.  @  2j4c,  2  cases  canned  peaches, 
2  doz.  cans  each  @  $3.25  per  dozen,  1  box  French  prunes,  45  lbs.  @  12j4c.  Gave  a  cash 
discount  of  3  per  cent  on  tea.  and  2  per  cent  on  other  articles,  receiving  of  him  cash  $50 
and  drawing  on  him  at  5  days’  sight  for  balance.  Left  the  draft  at  bank  for  collection. 

Sold  PI.  Sherman,  Creston,  1  sack  Java  coffee,  100  lbs.  @  22c,  2  cases  ground  coffee, 
each  60  lbs.  @  23jAc,  3  sacks  rice,  each  100  lbs.  (a),  4jJc-  2  chests  E.  B.  tea,  44  and  45  lbs. 
(a)  45c  2  brls.  N.  O.  molasses,  48  and  47  gals.  @  38c,  3  brls.  A  sugar.  300,  305  and  309  lbs. 
(a  4 p2 c.  Billed  on  account  30  days,  with  2'/>  ner  cent  discount  for  cash  in  10  days. 

Received  cash  for  sundry  sales  at  retail,  $22.50. 

Received  cash  from  James  Lee,  to  pay  yesterday’s  invoice  after  deducting  the  cash  dis¬ 
count  we  offered. 

Received  an  invoice  of  flour,  etc.,  from  A.  C.  Furlong  &  Co.,  Chicago,  dated  Oct.  29th, 
amounting  to  $631.25,  bought  on  account  30  days,  with  a  discount  offer  of  ljA  per  cent  if 
paid  in  10  days. 

Paid  cash  for  freight  On  last  invoice  $26.50,  and  for  drayage  on  same  $1-25. 

Sold  C.  E.  Horton,  Galesburg,  2  brls.  A  sugar,  311  and  315  lbs.  @  4j4c,  2  brls.  N.  O. 
molasses,  48  and  49 gals.  @  38c,  1  chest  Y.  H.  tea,  69  lbs.  @  40c,  1  sack  Rio  coffee,  148 
lbs.  (5)  18c,  2  sacks  rice,  100  and  102  lbs.  (a)  4-)4c,  charging  for  drayage  25  cts.  Gave  a 
cash  discount  of  2  per  cent  on  the  entire  bill,  receiving  cash  to  apply  on  same  $40  and  send¬ 
ing  the  balance  C.  O.  D. 
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LEFT  FOLIO  OF  THE  CASH  BOOK. 


LEFT  FOLIO  OF  THE  PURCHASE  JOURNAL. 


J£L 

\jb*vxy<s 

/■90 

/ 

/ 

S3  / 

S3 

;  '■ 

/ 

%/U&s 

z 

/V3~f 

7* 

7. 

3 

6,3/ 

2  S 

2. 

¥■ 

■  -¥  6  <? 

z7 

j_5 

*^f~y  (o  , 

c  x 

_ 

4 

36  63 

n  3 , 

*1 

1 

i 

\( 

Y7 

i  1 


DOUBLE  ENTRY  FOR  WHOLESALERS 


9 


RIGHT  FOLIO  OF  THE  CASH  BOOK. 


RIGHT  FOLIO  OF  THE  PURCHASE  JOURNAL. 
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COMMUNITY  BUSINESS  PRACTICE 


SALES  JOURNAL. 


Date 

0 

Cl 

NAME 

ADDRESS 

Sales 

Ledger 

General 

Ledger 

Sale 

No. 

Remarks 

190- 

Nov. 

1 

James  Lee 

Vinton 

94 

94 

2/10  n/ 30 

Kingman  &  Co. 

Toledo 

98 

54 

2/10  n/30 

E.  M.  Bundy 

Deerfield 

131 

25 

Paid 

E.  C.  Martin 

City 

55 

Acct. 

2 

Henry  Thompson 

Thompsonville 

92 

02 

Acct. 

Ray  Turner 

Dayton 

108 

24 

Paid  $50.  Dft. 
5  da.  for  Bal. 

H.  Sherman 

Creston 

181 

73 

2'A  10  da.  n/30 

C.  E.  Horton 

Galesburg 

126 

72 

Paid  $40.  Bal. 

C.  O.  D. 

O.  Sherman 

City 

34 

57 

Acct. 

Read  &  Young 

City 

108 

20 

Acct. 

3 

E.  M.  Bundy 

Deerfield 

81 

St.  Dft. 

Bemis  &  Brown 

Stanton 

138 

84 

3/10  n/30 

Christy  &  Eckles 

City 

95 

27 

Paid 

Henry  Thompson 

Thompsonville 

56 

90 

Acct.  20  da. 

J.  A.  Strong 

Monmouth 

154 

69 

Paid  $45.  Bal. 

C.  O  D. 

Emerson  &  Hatch 

Brownsville 

132 

66 

5/10  n/30 

Smith  &  Lee 

City 

55 

23 

Acct. 

Sales  Ledger  Dr. 

Mdse.  Cr. 

1745 

80 

• 

Sent  cash  to  Kephart  &  Co.  to  pay  their  invoice  recorded  yesterday,  after  deducting 
the  cash  discount  they  offered. 

Sold  O.  Sherman,  city,  1  doz.  zinc  wash  boards  @  $2.50,  J4  doz.  No.  1  wash  tubs  @ 
$9,  doz.  No.  2  wash  tubs  @  $8.25,  5  gross  matches  @  $2.50,  3  doz.  brooms  @  $2.25,  2 
doz.  clothes  lines  @  $2.65.  Allowed  a  list  discount  of  10  per  cent  on  wash  boards  and  wash 
tubs,  billing  on  account. 

Sold  Reed  &  Young,  city,  1  brl.  A  sugar,  311  lbs.  @  414c,  1  brl.  G  sugar,  305  lbs.  (5) 
444c,  1  bid.  P.  R.  molasses,  49  gals.  @  3.3c,  1  chest  Y.  H.  tea,  68  lbs.  @  40c,  5  bids.  XXX 
flour  @  $5.87 14,  1  case  oat  meal,  48  lbs.  @  3j4c,  2  boxes  laundry  starch,  each  48  lbs.  @ 
5>4c.  Billed  on  account. 

Received  cash  from  Kingman  &  Co.  to  pay  yesterday’s  invoice,  less  the  cash  discount 
we  offered. 

Received  an  invoice  of  dried  and  canned  fruits  from  Hunter  &  Parsons,  New  York, 
dated  Oct.  28th,  amounting  to  $469.29,  bought  on  account  for  30  days,  with  a  discount  offer 
of  5  per  cent,  if  paid  in  10  days. 

Paid  cash  for  freight  on  last  invoice  $14.50,  and  for  drayage  85c. 

Paid  cash  for  books  and  stationery  for  office  use  $27-50. 

3. 

Received  cash  from  C.  E.  Gray,  for  rent  of  office  in  third  floor  of  store  building  for  one 
month  $10. 

Paid  cash  for  postage  $3.50. 

Sold  E.  M.  Bundy,  Deerfield,  2  sacks  Java  coffee,  100  and  103  lbs.  @  22c,  2  sacks  rice, 
each  100  lbs.  @  4j4c,  3  bids.  XX  flour  @  $5.50,  3  boxes  laundry  starch,  each  48  lbs.  @ 
5j4c,  2  boxes  laundrv  soap,  each  60  lbs.  (a)  3j4c.  Gave  a  cash  discount  of  2j4  per  cent, 
and  drew  on  Bundy  at  sight  for  the  proceeds  of  the  invoice  in  favor  of  our  bank,  with  whom 
we  left  the  draft  for  collection. 

Sold  Bemis  &  Brown,  Stanton.  3  bids.  C  sugar,  305,  307  and  312  lbs.  @  4c,  1  chest  E. 
B.  tea,  44  lbs.  @  45c,  2  sacks  Rio  coffee,  145  and  147  lbs.  @  17j4c,  1  brl.  oat  meal,  150 
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lbs.  @  3c,  1  sack  tapioca,  125  lbs.  @  5j4c,  3  boxes  cheese,  58,  60  and  62  lbs.  @  lOpjc, 
charging  drayage  25c.  Billed  on  account  30  days,  with  a  discount  offer  of  3  per  cent  if  paid 
in  10  days. 

Received  cash  for  sundry  sales  at  retail,  $27.50. 

Received  a  draft  from  the  Bank  of  Galesburg  for  the  C.  O.  D.  hill  of  C.  E.  Horton, 
sent  out  yesterday,  less  collection  charges  deducted  by  the  bank,  25c. 

Received  an  invoice  of  cheese  from  H.  A.  Hudson  Company,  Falls  City,  dated  Nov.  1, 
amounting  to  $392.25,  hilled  on  account  30  days,  with  a  discount  offer  of  3  per  cent  if  paid 
in  10  days. 

Paid  cash  for  freight  on  cheese  $25.50,  and  for  drayage  75c. 

Received  cash  from  E.  C.  Martin  to  pay  his  invoice  of  1st  fast.,  less  a  cash  discount  of 
3  per  cent. 

Sold  Christy  &  Eckles,  city,  1  sack  dried  peaches,  90  lbs.  @  Wjdc,  1  box  Turkish 
prunes,  60  lbs.  @  7j4c,  1  box  dried  apricots,  40  lbs.  @  13j4c,  1  brl.  English  currants,  225 
lbs.  @  4jdc,  10  bids.  XXX  flour  @  $5. 87j/2,  1  brl.  cranberries  @  $10.25.  Gave  a  discount 
of  5  per  cent  and  received  cash  for  the  proceeds. 

Gave  cash  to  pay  for  office  furniture,  $37.75. 

Received  cash  of  Reed  &  Young  to  apply  on  their  account,  $50. 

Sold  Henry  Thompson,  Thompsonville,  1  chest  Y.  H.  tea,  68  lbs.  @  40c,  1  case  ground 
coffee,  60  lbs.  @  22j4c,  1  sack  rice,  102  lbs.  @  4-)4c,  1  brl.  oat  meal,  150  lbs.  @  3c,  1  box 
cheese.  60  lbs.  @  11c,  charging  drayage  25c.  Billed  on  account  20  days. 

Received  an  invoice  of  cranberries  from  C.  M.  Nelson,  Milwaukee,  dated  Nov.  1, 
amounting  to  $82-50,  bought  on  account  subject  to  their  sight  draft. 

Paid  cash  for  freight  on  cranberries  $5,  and  for  drayage  50c. 

Sold  J.  A.  Strong,  Monmouth,  2  sacks  Rio  coffee,  149  and  152  lbs.  (a)  17p2C,  1  chest 
Japan  tea,  66  lbs.  @  42 pic,  4  bids.  A  sugar,  290,  295,  300,  and  303  lbs.  @  4jdc,  5  sacks  rice, 
each  102  lbs.  @  4 -)4c,  charging  for  drayage  25c.  Gave  him  a  cash  discount  of  *3  per  cent 
on  coffee  and  tea,  and  2  per  cent  on  the  balance  of  the  invoice,  receiving  cash  to  apply  on 
the  invoice  $15,  and  sending  balance  C.  O.  D. 

Sold  Emerson  &  Hatch,  Brownsville,  2  chests  Japan  tea,  63  and  65  lbs.  @  42jdc,  3  cases 
ground  coffee,  each  60  lbs-  @  22j4c,  1  brl.  oat  meal.  150  lbs.  @  3c,  1  sack  tapioca,  125  lbs. 
@  5/2c.  3  boxes  laundry  soap,  each  60  lbs.  @  34jc,  1  box  French  prunes,  45  lbs.  @  12[/dc, 
1  doz.  No.  1  wash  tubs  @  $9,  2  doz.  3-hoop  pails  @  $2.25,  charging  drayage  50  cts.  Billed 
on  account  30  days,  with  a  discount  offer  of  5  per  cent  if  paid  in  10  days. 

Sold  Smith  &  Lee,  city,  2  bids,  cranberries  (cl)  $10.25,  1  brl.  English  currants,  220  lbs. 

( a  4J/2C.  1  sack  dried  peaches,  92  lbs.  @  12j4c,  2  boxes  cheese,  60  and  64  lbs.  @  lO-pjc. 
Billed  on  account. 

Received  a  note  at  5  days  from  Henry  Thompson  for  $100,  to  apply  on  his  account. 

Received  an  invoice  of  wooden  ware  from  D.  M.  Stevens  &  Co.,  Detroit,  dated  Nov.  1. 
amounting  to  $127.50,  bought  on  account  60  days,  with  a  discount  offer  of  5  per  cent  if  paid 
in  10  days. 

Paid  cash  for  freight  $7.50  and  for  drayage  25  cts.,  on  above  invoice. 

Carry  out  the  totals  of  all  special  columns,  post  the  ledgers,  prove  the  side  ledgers,  and 
take  a  trial  balance  of  the  general  ledger. 

4. 

Sold  Chas.  Marvin,  city,  one  box  cheese.  55  lbs.  (w  11c,  2  cases  canned  peaches,  4  doz. 
@  $3.25,  1  brl.  cranberries  (a  $10.50,  1  doz.  brooms  (a)  $2.25.  Billed  on  account. 

Received  an  invoice  of  sugar  and  syrup  from  Kephart  &  Co.,  Philadelphia,  dated  Nov. 
1.  amounting  to  $960.60  and  billed  on  account  for  60  days,  with  a  discount  offer  of  2j4  per 
cent  if  paid  in  20  days. 

Paid  cash  $78  for  freight  and  drayage  on  above  invoice. 

Accepted  Hunter  &  Parson’s  discount  offer  on  their  invoice  received  2d  inst.,  and  sent 
them  our  check  to  pay  the  balance  of  the  invoice  after  discount. 

Bemis  &  Brown  report  a  shortage  in  one  barrel  of  C  sugar,  the  net  weight  being  290  lbs- 
instead  of  312  lbs.  as  billed.  We  have  made  the  allowance  to  their  credit  at  the  price  we 
billed  to  them.  [Enter  in  the  journal.] 

Returned  to  C.  M.  Nelson,  1  brl.  cranberries,  received  the  3d  inst.,  the  same  being  be¬ 
low  the  grade  represented,  for  which  we  have  charged  him  $8.80.  [Enter  in  journal.] 
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General  Instructions  to  the  Student. 


The  community  feature  of  this  course  is  in  the  local  circle,  consisting  of  the  student 
and  eleven  other  firms,  who  deal  with  one  another  throughout  the  course.  The  other 
eleven  firms  consist  either  of  students  in  the  business  class  or  of  printed  names  in  the  stu¬ 
dents’  directory.  If  students  form  all  or  a  part  of  the  local  circle,  their  names  should  be 
written  in  pencil  in  the  proper  positions  in  the  directory  just  above  the  corresponding  printed 
firms.  We  shall  refer  to  students  in  the  local  circle  as  class  firms,  and  to  printed  names  in  the 
local  circle  as  directory  firms. 

We  have  provided  for  two  methods  of  carrying  out  the  business  transactions  in  the 
Community  Practice,  which  we  have  termed  the  Office  Course  and  the  Tablet  Course,  and 
the  business  equipment  is  arranged  differently  for  each. 

The  routine  of  business  transactions,  beginning  on  page  15,  is  arranged  in  sections  for 
the  convenience  of  the  teacher  in  assigning  work  and  checking  results.  The  work  required 
in  each  section  should  be  completed  and  the  required  report  should  be  approved  by  the 
teacher  before  the  work  of  a  new  section  is  undertaken. 

The  Student’s  Report. 

At  the  close  of  business  in  each  section,  the  student  will  submit  a  report  to  his  teacher, 
using  one  of  his  report  blanks,  giving  a  summary  of  the  business  transacted,  and  the  cash 
on  hand  and  the  balance  of  cash  in  bank.  In  reporting  cash  on  hand,  the  student  will  in¬ 
clude  any  checks  that  he  may  have  received  as  cash. 

The  Office  Course. 

In  the  office  course  the  student  deals  with  other  students  in  the  local  circle  or  with 
directory  firms  represented  in  the  Wholesale  Office  and  the  Commercial  Exchange,  and  with 
general  firms  represented  in  the  various  office  departments.  In  this  course  the  student  in 
business  practice  receives  his  incoming  papers  mainly  from  the  other  class  firms  and  from 
the  office  departments. 

The  Tablet  Course. 

In  the  tablet  course  the  student  deals  with  directory  firms  in  the  local  circle  and  with 
general  firms,  none  of  which  are  represented  in  office  departments.  In  this  course  he  re¬ 
ceives  all  of  his  incoming  papers  in  printed  forms  in  booklets  furnished  in  his  equipment. 

Prices  of  Merchandise. 

Each  student’s  price  list  will  give  the  prices  at  which  he  will  sell  merchandise.  He 
will  buy  the  three  varieties  of  merchandise  that  he  carries  for  sale  from  the  wholesale  office 
at  twenty  per  cent  discount  from  his  selling  prices.  In  buying  other  merchandise  from  the 
class  firms  or  their  representatives  at  the  Wholesale  Office,  the  student  will  allow  the  selling 
prices  given  in  the  price  lists  of  these  firms,  the  same  prices  being  given  in  the  price  list  es¬ 
pecially  arranged  for  the  Wholesale  Office.  In  every  case  these  prices  will  be  below  the  stu¬ 
dent’s  selling  prices. 

Transactions  Between  Students. 

All  transactions  between  students  should  be  carried  out  by  correspondence,  except  in 
such  cases  as  the  teacher  may  otherwise  direct.  The  teacher  will  designate  a  place  and 
time  for  the  receipt  of  letters  and  correspondence  from  students,  which,  after  examination 
and  approval,  he  will  distribute  to  the  parties  addressed.  Letters,  orders,  and  invoices  for 
students  should  be  folded  and  addressed  without  envelopes,  the  merchandise  cards,  if  any, 
being  enclosed  in  the  folded  bills.  Transactions  with  class  firms  should  take  precedence 
over  all  other  transactions,  as  a  large  proportion  of  each  student’s  subsequent  transactions 
depend  upon  the  responses  from  the  class  firms. 

Orders  for  Merchandise. 

The  student  should  use  his  order  pad,  when  writing  orders  for  merchandise,  making  a 
carbon  duplicate  of  each  order  sent. 
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Billing  Merchandise. 

The  student  will  use  sale  tickets  from  his  sale  pad  for  billing  merchandise  sold  to  local 
firms,  and  bill  heads  from  his  bill  pad  for  billing  merchandise  sold  to  other  firms,  especially 
Firms  Nos.  13  to  36.  In  each  case,  he  should  keep  the  carbon  copy  in  the  sale  pad  or  bill 
pad,  as  these  copies  constitute  the  itemized  record  of  his  sales. 

In  cases  of  bills  requiring  more  lines  than  are  provided  on  the  bill  heads,  as  in  bills  to 
the  branch  stores,  two  or  more  bill  heads  can  be  used,  the  amount  on  the  first  bill  being 
forwarded  to  the  second,  etc.  When  two  or  more  sheets  are  required  for  one  bill,  the 
amounts  that  are  forwarded  should  be  kept  in  the  item  column,  and  only  on  the  last  sheet 
should  the  total  of  the  bill  be  extended  to  the  last  column,  which  should  be  reserved  for  totals 
or  for  net  amounts  after  a  discount  has  been  deducted. 

Proving  Invoices. 

As  soon  as  an  invoice  or  bill  is  received  from  another  firm,  it  should  be  compared  with 
the  student’s  copy  of  his  order,  to  see  if  the  right  goods  and  the  right  quantities  are  billed. 
The  merchandise  cards  sent  with  the  invoice  should  be  compared  with  the  items  listed,  to 
see  if  the  right  quantities  and  varieties  were  sent.  The  amounts,  totals,  and  discounts  in  the 
invoice  should  all  be  tested  carefully,  after  which  the  transaction  and  terms  of  payment  can 
be  recorded  in  the  student’s  books  and  the  invoice  filed  away.  If  any  invoice  is  found  to  be 
incorrect,  the  student  should  enter  the  correct  amount  in  his  purchase  journal  and  should 
return  the  incorrect  invoice  and  request  a  corrected  one. 

In  the  tablet  course  the  same  tests  will  be  employed  in  proving  invoices,  with  the  ex¬ 
ception  of  comparing  the  merchandise  cards,  the  latter  being  omitted  in  the  tablet  course. 

Making  Shipments. 

In  the  office  course,  the  student  will  enclose  the  merchandise  cards  to  be  shipped  to 
each  firm  in  a  small  manila  envelope  (an  ample  supply  being  included  in  the  outfit),  marking 
on  the  envelope  his  name  and  address  as  shipper,  and  the  name  and  address  of  the  consignee. 
A  shipping  bill  and  two  shipper’s  receipts  should  be  written  in  triplicate  by  means  of  two 
carbon  sheets  in  his  shipper’s  receipt  book,  the  shipping  bill  being  passed  to  the  Freight 
Office  with  the  merchandise,  the  duplicate  shipper’s  receipt  being  sent  with  the  invoice  to 
the  consignee,  and  the  original  shipper’s  receipt  being  kept  in  the  shipper’s  receipt  book. 

In  the  tablet  course  the  merchandise  cards  will  not  be  used  except  in  shipping  the  in¬ 
vested  produce  that  is  not  quoted  in  the  price  list.  The  gross  weight  of  a  produce  ship¬ 
ment  can  be  taken  from  the  produce  cards  for  entry  in  the  shipping  bill,  after  which  the 
produce  cards  can  be  destroyed.  The  quantities  and  gross  weights  of  the  listed  merchandise 
can  be  taken  from  the  merchandise  list  for  entry  in  the  shipping  bills. 

Maturity  of  Notes  and  Accounts. 

For  the  sake  of  getting  uniform  transactons,  the  student  will  not  observe  actual  ma¬ 
turities  of  notes  and  accounts,  but  will  make  collections  and  payments  when  instructed  to  do 
so  in  his  Business  Routine.  If  the  notes  bear  interest,  the  interest  period  will  be  given  when¬ 
ever  an  interest  computation  is  necessary. 

Receipts  and  Vouchers. 

The  student  should  give  a  receipt  or  a  receipted  bill  for  cash  or  checks  he  receives,  and 
should  likewise  receive  a  receipt  or  a  receipted  bill  for  all  cash  or  checks  he  pays  to  other 
persons.  In  case  of  payments  on  notes,  an  indorsement  of  a  part  payment,  or  the  delivery 
of  the  note  marked  “paid,’’  will  constitute  a  sufficient  receipt. 

Filing  Bills. 

All  invoices  received,  after  being  approved,  should  be  placed  in  “Invoices  for  Filing” 
envelope.  After  each  posting  of  the  books,  the  bills  should  be  taken  from  this  envelope,  and 
should  be  carefully  pasted  in  the  invoice  blank,  an  open  folio  of  two  pages  being  reserved 
for  each  class  firm,  and  the  same  amount  for  each  wholesale  office  firm. 

If  the  student  is  instructed  to  pay  a  bill  after  it  has  been  pasted  in  the  invoice  blank,  he 
can  request  the  firm  receiving  the  payment  to  send  him  a  receipt  in  full  for  the  given  invoice, 
and  the  receipt  can  be  filed  in  “Receipts  and  Vouchers.” 
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Transactions  with  the  Offices. 

The  Community  Office  Course  provides  for  transactions  with  a  full  complement  of  six 
office  departments,  although  provision  is  made  in  the  routine  for  a  less  number  of  office  de¬ 
partments  if  the  entire  number  are  not  open  for  business. 

Classification  of  Merchandise  and  Freight  Tariff. 

Tbe  thirty-six  varieties  of  merchandise  in  the  student’s  list  belong  to  four  classes,  ac¬ 
cording  to  railway  classification,  and  each  of  these  classes  would  have  a  different  freight 
rate.  The  student  will  get  practically  the  same  accounting  drill,  if  the  classification  is  not 
carried  out,  and  he  will  be  less  liable  to  make  mistakes  in  computing  freight  charges,  which 
are  among  the  less  essential  results  in  this  business  practice  course.  We  have  accordingly 
simplified  the  matter  of  computing  freights  by  giving  the  gross  weight  of  each  article  in  the 
merchandise  list,  and  the  average  freight  tariff  to  each  place  in  the  list  of  firms  to  whom 
the  student  ships  merchandise.  On  shipments  from  the  wholesale  office  firms,  the  rate  of 
freight  charges  is  twenty-five  cents  per  hundred  pounds,  and  on  shipments  of  produce  to  the 
commission  firms,  the  rate  of  freight  charges  is  ten  cents  per  hundred  pounds. 

Commission  House  Charges. 

The  expenses  deducted  by  the  Central  Produce  Co.  on  consignments  of  barley  are  pro¬ 
vided  for  in  the  account  sales  received  through  the  tablet. 

On  the  consignment  to  other  commission  firms,  the  following  commission  house  ex¬ 
penses  will  be  deducted  in  estimating  the  net  proceeds:  Freight  as  paid  by  the  commission 
firms  on  consignments  sent  unpaid,  Drayage  2  cents  per  cwt.,  Storage  \]/2  cents  per  cwt.. 
Insurance  Fs  per  cent  of  the  amount  of  the  sale,  Commission  '2l/>  per  cent  of  the  amount  of 
the  sale. 

Banking  Charges. 

Unless  the  Business  Routine  specifies  otherwise,  the  bank  will  charge  for  collecting 
notes  and  drafts,  25  cents  each  if  the  amount  is  less  than  one  hundred  dollars,  and  one- 
fourth  of  one  per  cent  of  the  amount  of  each  paper  for  one  hundred  dollars  or  more ;  for  ex¬ 
change  on  bank  drafts  issued  by  the  bank,  the  bank  will  charge  five  cents  per  draft  for 

amounts  of  forty  dollars  or  less,  and  one-eighth  of  one  per  cent  on  amounts  exceeding  forty 
dollars. 

Fractional  Amounts. 

In  entering  any  amount,  if  a  fraction  occurs  of  a  half  cent  or  more,  count  the  fraction 
as  one  cent:  if  the  fraction  is  less  than  a  half  cent,  drop  the  fraction.  If  several  fractions 
of  a  half  cent  or  more  occur  in  the  same  bill,  count  the  first  fraction,  drop  the  second;  count 
the  third,  etc.,  counting  every  other  fraction,  and  dropping  the  alternate  fractions. 

In  dividing  any  amount  into  two  or  more  parts,  if  a  fraction  occurs,  give  the  unit  to 

the  account  firm  named,  calling  the  amount  a  cent  more  than  that  of  the  second.  If  two 

cents  remain  to  be  divided  among  three  accounts,  give  a  unit  each  to  the  first  two,  and 
count  the  third  amount  one  unit  less  than  the  two  preceding  amounts. 

Merchandise  Received. 

All  merchandise  from  local  firms  will  be  delivered  to  you  without  expense  for  transpor¬ 
tation.  Merchandise  from  firms  in  other  cities  will  come  through  the  Freight  Office,  and 
you  will  be  required  to  pay  transportation  charges  on  same  before  receiving  it. 

The  freight  agent  should  hand  you  an  expense  bill  properly  signed,  for  each  payment  of 
freight,  which  you  will  file  away  with  other  receipts. 

Merchandise  Delivered. 

Merchandise  sold  or  consigned  to  a  firm  in  your  own  city,  can  be  delivered  with  the  in¬ 
voice  to  which  it  belongs. 

Merchandise  sold  or  consigned  to  firms  in  other  cities,  requiring  transportation,  will  be 
left  at  the  Freight  Office  for  shipment,  the  invoices  being  left  at  the  teacher’s  desk  for 
mailing. 
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The  Student’s  Routine  of  Transactions. 

Section  One. 


Begin  business  as  wholesale  dealer  in  general  merchandise  with  the  first  three  notes  in 
your  tablet  signed  by  B.  T.  Hanford,  Post  Milling  Co.,  and  D.  W.  Wells,  amounting  to 
$1005.55;  750  bu.  Barley  worth  40  cts.  per  bu.,  750  bu.  Corn  worth  25  cts.  per  bu.,  1500  bu. 
Oats  worth  30  cts.  per  bu.,  200  bu.  Rye  worth  45  cts.  per  bu.,  750  bu.  Wheat  worth  60  cts. 
per  bu. ;  and  cash  $1550.75. 

1.  Make  the  opening  entry  in  your  journal,  enter  the  notes  receivable  in  your  bill  book, 
and  the  cash  in  your  cash  book,  checking  the  folio  columns  for  entries  that  do  not  require 
posting. 

Date  the  notes  (that  is,  write  in  your  business  address  and  the  current  date)  and  write  your  name  in  the 
papers  as  payee.  Separate  the  papers  at  the  dotted  lines,  using  your  paper  cutter,  and  file  the  notes  in  Notes 
Receivable  envelope. 

You  will  find  your  produce  in  the  Merchandise  envelope,  and  your  cash  in  the  Cash  envelope.  If  there  is 
any  discrepancy  in  the  produce  or  cash,  report  to  your  teacher  and  have  it  corrected.  As  this  invested  produce 
is  disposed  of  only  in  special  transactions,  the  tickets  should  not  be  separated  until  they  are  disposed  of. 

All  business  transactions  in  this  course  are  adapted  to  either  the  office  or  the  tablet 
method  of  business  practice.  In  the  office  course  the  student  will  carry  out  the  given  trans¬ 
actions  at  one  of  the  office  departments,  and  in  the  tablet  course  all  transactions  will  be  car¬ 
ried  out  by  means  of  tablet  forms  and  envelopes  in  his  equipment.  Instructions  pertaining 
especially  to  the  office  method  will  be  given  in  short  lines  on  the  left  half  of  the  page,  and  in¬ 
structions  for  the  tablet  method  will  be  given  on  the  right  half  of  the  page.  All  lines  extend¬ 
ing  across  the  page  are  intended  for  both  courses. 

If  you  are  using  the  office  method,  the  necessary  papers,  with  a  few  exceptions,  will  be 
filled  out  for  you  by  the  office  department. 

If  you  are  using  the  tablet  method,  the  incoming  papers  (that  is,  those  you  are  supposed 
to  receive  from  those  with  whom  you  do  business)  are  furnished  in  the  pads  or  booklets  which 
are  included  in  your  bookkeeping  equipment. 

In  the  incoming  papers  from  the  tablet,  the  place  of  business  and  date  are  left  blank,  and 
there  is  a  blank  space  for  the  student’s  name.  These  blank  spaces  should  be  properly  filled 
as  the  papers  are  removed  from  the  tablet.  In  business,  the  papers  would,  of  course,  be 
complete,  but  in  this  work  the  space  for  the  date  and  the  receiver’s  name  are  left  blank,  in 
order  that  the  student  may  use  the  name  of  his  own  town,  the  current  date,  and  his  own 
name  in  carrying  out  the  transactions. 


2.  Rent  a  store  room  for  three  months,  at  the  monthly  rate  named  in  your  directory 
card,  payable  as  instructed  in  your  routine.  Fill  out  and  sign  two  leases  in  duplicate, 
using  the  firm  name  helow  for  the  first  party  named  in  the  lease. 


OFFICE  COURSE.  Carry  out  your  renting 
transactions  at  the  Real  Estate  office  or  the  Commer¬ 
cial  Exchange,  as  the  teacher  may  direct,  using  the  firm 
name  designated  by  the  office  as  the  property  owner 
or  first  party  in  your  lease.  The  given  office  will  sign 
and  return  to  you  one  lease  copy  and  will  keep  the 
other. 


TABLET  COURSE.  The  store  room  you  are 
renting  belongs  to  C.  P.  Sanford,  who  will  he  the  first 
named  party  in  your  lease.  Take  both  lease  copies  to 
your  teacher,  who  will  sign  one  for  C.  P.  Sanford 
and  return  it  to  you  and  will  keep  the  other. 


Fold  and  indorse  your  lease  copy  and  file  it  in  “Letters  and  Documents”  envelope. 

3.  Pay  cash  for  your  first  month’s  rent,  taking  a  receipt. 
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OFFICE  COURSE.  Make  this  payment  at  the 
office  where  you  left  the  lease.  If  you  cannot  make 
the  exact  change,  the  office  will  make  change  for  you, 
or  if  they  are  very  busy  you  can  get  change  at  bank 
and  make  the  exact  payment.  The  office  will  give  you 
a  receipt. 


TABLET  COURSE.  Place  the  currency  you 
are  to  pay  in  the  envelope  marked  “Community  Cash,” 
taking  the  required  change  from  this  envelope.  The 
rent  receipt  will  be  found  in  your  Local  Form  Pad. 

The  “Community  Cash”  envelope  has  a  separate 
apartment  for  each  denomination  of  bills  and  frac- 
tionals,  and  the  student  should  keep  the  pieces  of 
money  carefully  assorted  in  this  envelope. 


DISPOSAL  OF  RECEIPTS.  A  receipt,  a  receipted  bill,  or  any  similar  evidence  of 
payment,  is  called  a  voucher.  Such  vouchers  are  always  kept  on  file.  In  this  course  they 
should  be  placed  in  the  envelope  marked  “Receipts  and  Vouchers.” 

4.  Open  a  bank  account  and  deposit  $1,400.  Leave  your  signature  at  bank,  the  same  as 
you  will  write  it  on  your  checks  and  other  commercial  papers. 


OFFICE  COURSE.  Carry  out  this  and  all  other 
banking  transactions  at  the  College  Bank.  Leave  your 
signature  on  a  card  or  in  a  signature  book,  as  the 
bank  may  require.  The  banker  will  make  the  deposit 
entry  in  your  pass  book. 


TABLET  COURSE.  You  will  find  a  signature 
card  in  the  “Bank”  envelope  in  “Community  File.” 
Write  your  signature  on  this  card  and  leave  it  in  the 
Bank  envelope  with  your  deposit  ticket  and  currency. 
Make  the  proper  deposit  entry  in  your  pass  book. 


5.  Order  from  your  wholesale  firm  24  packages  of  No.  37,  24  packages  of  No.  49,  and 
36  packages  of  No-  61.  Your  directory  card  will  give  you  the  names  of  these  items  and  the 
names  instead  of  the  list  numbers  should  be  used  in  your  order.  The  appropriate  term,  box, 
barrel,  sack,  chest,  etc.,  should  be  used  instead  of  the  general  term  package.  Use  an  order 
sheet  from  your  duplicate  order  book,  sending  the  original  and  keeping  the  carbon  duplicate 
in  your  order  book.  Request  them  to  ship  by  the  Business  College  Railway,  (abbreviated  B. 
C.  Ry.)  and  to  bill  the  merchandise  on  account  at  fifteen  days. 


Write  a  letter  enclosing  the  order  blank,  and  inform  the  above  firm  that  you  have  just  commenced  busi¬ 
ness  with  Bills  Receivable,  Merchandise,  and  Cash  amounting  to  $ - ,  and  that  you  have  no  liabilities. 

Give  vour  bank  and  your  commercial  teacher  as  references.  Place  the  letter  and  order  in  an  envelope  properly 


addressed  and  stamped,  using  college  postage. 

OFFICE  COURSE.  In  your  dealings  with  the 
Wholesale  Office  use  the  firm  name  assigned  to  that 
office.  Your  letter  will  be  delivered  unsealed  to  the 
teacher,  who  will  examine  and  “O.  K.”  the  letter  be¬ 
fore  passing  it  to  the  Wholesale  Office. 


TABLET  COURSE.  Dalton  &  White  will  rep¬ 
resent  your  Wholesale  firm,  and  your  letter  required 
in  Transaction  5  should  be  addressed  to  them.  Mail 
this  letter  in  your  Post  Office  envelope.  Dalton  & 
White’s  response  will  be  received  in  Transaction  8. 


6.  Rent  a  space  in  the  Board  of  Trade  Bulletin  for  advertising  your  business,  paying- 
cash  for  same,  one-half  as  much  as  you  paid  for  a  month’s  rent  of  your  store  room.  Be  care¬ 
ful  to  take  receipts  for  all  cash  payments  and  file  the  same  in  “Receipts  and  Vouchers”  en¬ 
velope.  Write  copy  for  advertisement  to  occupy  the  space  you  have  just  engaged. 


OFFICE  COURSE.  Leave  the  advertising  copy  TABLET  COURSE.  Leave  the  advertising  copy 

with  your  teacher,  and  make  the  payment  at  the  Com-  with  your  teacher.  Place  the  cash  payment  in  “Com¬ 
mercial  Exchange,  taking  a  receipt.  munity  Cash”  and  take  your  receipt  from  the  Local 

Form  Pad. 


7.  Engage  T.  C.  Weston  to  act  as  your  traveling  salesman,  on  a  salary  of  $75  per 
month  and  expenses.  Make  a  memorandum  of  this  contract  in  your  journal.  Hand  Weston 
$25  for  expense  money.  Charge  the  cash  to  his  account,  and  credit  him  for  expenses  when 
he  renders  a  statement.  (Pass  the  money  for  Weston  to  your  teacher  without  receipt.) 

Prove  your  cash  without  balancing  your  cash  book,  using  one  of  your  cash  proof  blanks. 
Make  a  report  to  your  teacher  as  explained  on  page  12. 


Section  Two. 

8.  The  merchandise  ordered  in  Transaction  5  should  now  be  ready  for  delivery. 


OFFICE  COURSE.  The  invoice  from  the 
Wholesale  Office  will  be  delivered  to  you.  Call  at  the 
Freight  Office,  or  the  place  designated  by  the  teacher 
for  the  merchandise,  giving  your  check  for  the  freight 
at  the  rate  of  25  cents  per  hundred  pounds  of  the 
gross  weight,  and  taking  an  expense  bid  for  a  receipt. 

If  the  Wholesale  Office  is  not  open,  the  teacher 
will  hand  you  the  merchandise  sheets  and  you  can 
estimate  the  amount  of  the  invoice,  using  your  selling- 
prices  and  deducting  twenty  per  cent  from  the  amount 
of  the  bill. 


TABLET  COURSE.  You  will  find  the  invoice 
in  your  pad  of  Invoices  and  Account  Sales.  You  will 
find  the  expense  bill  and  freight  receipt  in  the  pad 
in  Freight  Office  envelope  in  Community  File,  the 
merchandise  cards  being  omitted.  Sign  the  freight 
receipt  without  removing  it  from  the  pad.  Leave 
your  check  for  freight  in  the  Freight  Office  envelope, 
and  remove  the  expense  bill  from  the  pad.  File  your 
expense  bill  in  “Receipts  and  Vouchers”  envelope  in 
your  Office  File. 
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Prove  and  enter  the  invoice  for  this  merchandise, 
of  it  as  instructed  on  page  13. 


Mark  this  invoice  No.  1,  and  dispose 


TRAVELING  SALEMAN’S  ORDERS — A  group  of  orders  from  your  traveling 
salesman  will  be  found  in  each  section.  These  orders,  like  Transactions  9,  10  and  11,  are 
not  to  be  entered  as  sales  until  delivery  and  billing  are  called  for  later  in  the  section.  Fur¬ 
ther  explanation  regarding  salesmen’s  orders  are  given  in  Transaction  12. 

Your  traveling  salesman,  Weston,  sends  you  the  three  following  orders,  all  for  ship¬ 
ment  by  the  B.  C.  Railway : 

9.  Firm  No.  13,  1-38,  2-39,  3-40,  on  account. 

10.  Firm  No.  14,  2-50,  3-51,  1-52,  on  account. 

11.  Firm  No.  15,  3-62,  1-63,  2-64,  on  account. 

NOTE.  In  above  and  in  subsequent  transactions  the  regular  merchandise  listed  in  your  directory  is  de¬ 

scribed  by  numbers,  the  number  preceding  the  dash  being  the  number  of  packages,  and  the  number  following 
the  dash  being  the  list  number  in  the  directory.  In  all  of  your  orders,  invoices,  and  entries,  the  kind  of  pack¬ 
ages  and  the  name  of  each  commodity  should  be  written,  as  explained  in  Transaction  5. 

12.  The  orders  in  Transactions  9,  10,  and  11  call  for  merchandise  that  you  do  not  have 
in  stock.  Your  directory  of  firms  in  local  circle  will  name  the  commodities  that  are  held 
for  sale  by  each  local  firm.  Order  from  local  firms  just  the  amount  of  merchandise  you  will 
need  to  fill  above  orders,  asking  them  in  each  case  to  bill  on  account.  Send  the  original  sheet 
of  each  order,  and  keep  the  carbon  duplicate  in  your  order  book.  Local  orders  will  not  be 
enclosed  in  envelopes. 


OFFICE  COURSE.  If  any  firms  in  your  local 
circle  are  not  represented  by  students,  order  the  re¬ 
quired  merchandise  from  the  printed  names  in  the 
purchase  ledger  list,  and  send  these  orders  to  the 
local  Wholesale  Office.  Keep  a  separate  account  in 
your  purchase  ledger  with  each  local  firm,  even  when 
their  orders  are  filled  at  the  Wholesale  Office. 


TABLET  COURSE.  Orders  should  be  sent  to 
the  firms  in  the  purchase  ledger  list  of  the  local  cir¬ 
cle,  by  placing  the  orders  in  “Outgoing  Papers.”  Re¬ 
sponses  to  these  orders  will  be  received  at  the  proper 
time  through  your  Local  Bill  Pad. 


Fill  the  orders  that  you  have  received  from  class  firms,  or  in  the  absence  of  class  firms, 
bill  the  same  items  to  the  sales  ledger  firms  in  your  directory,  as  follows: 

13.  Firm  No.  10,  3-37,  1-49,  2-61,  on  account. 

14.  Firm  No.  11,  2-37,  3-49,  1-61,  on  account. 

15.  Firm  No.  12,  1-37,  2-49,  3-61,  on  account. 


OFFICE  COURSE.  Deliver  the  invoices  and 
merchandise  to  the  class  firms,  or,  if  you  sell  to  the 
printed  firms,  deliver  to  the  Commercial  Exchange. 


TABLET  COURSE.  Deliver  the  invoices 
through  “Outgoing  Papers,”  omitting  the  merchandise 
cards. 


16.  Buy  a  draft  at  bank  for  one-half  the  amount  of  your  purchase  entered  in  Trans¬ 
action  8.  Have  this  draft  written  payable  to  yourself.  Indorse  the  draft  and  send  the  same 
to  the  wholesale  firm  to  apply  on  account.  Write  your  check  for  the  draft  and  for  exchange 
(5  cents  exchange  if  the  draft  is  for  $40  or  less,  and  one-eighth  of  one  per  cent  exchange  if 
the  amount  of  the  draft  exceeds  $40).  Write  a  letter  enclosing  this  draft  and  place  all  in  an 
envelope  properly  addressed  and  stamped.  Dispose  of  the  letter  and  all  future  letters  as  in¬ 
structed  in  Transaction  5,  or  as  the  teacher  may  direct. 

OFFICE  COURSE.  Leave  the  check  at  bank  TABLET  COURSE.  Leave  the  check  in  the 

and  receive  the  draft.  Bank  envelope,  and  take  the  draft  from  the  Banking 

Pad  in  this  envelope. 

17.  Make  sundry  cash  sales,  1-37,  1-49,  1-61.  These  include  small  sales  delivered  In 
customers  without  bills. 

Place  above  merchandise  tickets  in  a  small  manila  envelope,  writing  on  the  envelope  your  name,  “Sundry 
Cash  Sales,”  the  date,  and  the  amount  of  the  sundry  sales. 

OFFICE  COURSE.  Deliver  sundry  sales  to  the  TABLET  COURSE.  Collect  cash  for  this  sale 

Commercial  Exchange  and  collect  cash.  from  “Community  Cash,”  omitting  the  merchandise 

tickets  and  manila  envelope. 

18.  Take  out  an  insurance  policy  with  the  College  Insurance  Co.,  for  an  amount  equal 
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to  ten  times  your  monthly  rent  payment,  making  the  policy  for  three  months,  and  giving 
your  check  for  the  premium,  estimated  at  one-half  of  one  per  cent  of  the  amount  of  the 
policy. 


OFFICE  COURSE.  Carry  out  this  transaction  TABLET  COURSE.  Deliver  this  check  through 

at  the  Real  Estate  and  Insurance  office,  or  at  the  “Outgoing  Papers”  and  receive  the  insurance  policy 

Commercial  Exchange  if  the  former  named  office  is  from  your  envelope  of  Legal  Papers, 

not  open. 

19.  You  should  now  receive  merchandise  and  invoices  from  the  class  firms  or  directory 
firms  to  whom  you  sent  orders  in  Transaction  12.  Prove  and  number  the  invoices  in  consec¬ 
utive  order  and  enter  them  in  your  purchase  journal. 


File  the  invoices  as  previously  instructed. 


OFFICE  COURSE.  The  invoices  and  merchan¬ 
dise  from  class  firms  will  be  handed  to  you  in  the 
class  mail.  The  invoices  and  merchandise  from  di¬ 
rectory  firms  will  be  received  at  the  Wholesale  Office. 


TABLET  COURSE.  The  invoices  from  local 
directory  firms  will  be  delivered  through  your  Local 
Bill  Pad,  and  they  should  be  entered  in  your  purchase 
book  in  the  order  of  their  arrangement  in  the  pad. 


GENERAL  INSTRUCTIONS.  Every  invoice  should  be  carefully  tested  and  only  the 
correct  amount  should  be  entered  in  the  purchase  journal.  If  an  invoice  is  found  to  be  incor¬ 
rect,  it  should  be  returned  for  correction  to  the  firm  that  sent  it. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  9,  10,  and  11,  following  the  in¬ 
structions  given  for  Billing  Merchandise  and  Making  Shipments  on  page  13. 


OFFICE  COURSE.  Leave  the  merchandise  and 
the  shipping  bills  at  the  Freight  Office,  taking  the 
freight  agent’s  signature  on  the  shipping  bill  copies. 

Hand  the  invoice  and  copy  of  shipping  bill  in  en¬ 
velope  addressed  to  each  firm  to  the  teacher  for 
mailing. 

20.  Order  of  your  wholesale  firm,  on  account,  24-37,  12-49,  12-61,  following  the  in¬ 
structions  given  in  Transaction  5,  except  that  you  will  send  the  order  blank  in  envelope  with¬ 
out  a  letter  accompanying  it. 

21.  Pay  cash  for  drayage  on  the  merchandise  you  received  in  Transaction  8,  estimating 
the  drayage  at  25  cents,  or  2p2  cents  per  hundred  if  the  gross  weight  exceeds  one  thousand 
pounds. 

OFFICE  COURSE.  Pay  the  Commercial  Ex-  TABLET  COURSE.  Pay  through  “Community 

change,  taking  no  receipt.  Cash,”  taking  no  receipt. 

Prove  your  cash,  enter  your  purchases  in  the  purchase  journal  and  your  sales  in  the 
sales  journal,  and  make  a  report  for  Section  Two  to  your  teacher  as  explained  on  page  12. 

Section  Three. 


TABLET  COURSE.  Leave  the  shipping  bills  in 
the  Freight  Office  envelope,  assuming  that  the  freight 
agent  has  signed  the  shipping  bill  copies.  Send  the 
invoice  and  copy  of  shipping  bill  in  envelope  addressed 
to  each  firm,  leaving  same  in  the  Post  Office  envelope. 


Your  traveling  salesman  sends  in  the  following  orders  for  shipment  by  freight : 

See  Traveling  Salesman’s  Orders  in  Section  Two. 

22-  Firm  No.  16,  2-41,  1-42,  2-43,  1-44,  on  account. 

23.  Firm  No.  17,  1-53,  3-54,  2-55,  4-56,  on  account. 

24.  Firm  No.  18,  3-65,  2-66,  2-67,  1-68,  on  account. 

25.  Order  merchandise  to  fill  the  last  three  orders  from  local  firms,  the  same  as  you 

were  instructed  to  do  in  Transaction  12. 

26.  Make  sundry  cash  sales,  without  billing,  2-37,  1-49,  2-61,  delivering  the  merchan¬ 
dise  and  collecting  for  same  as  directed  in  Transaction  17. 

Fill  the  orders  that  you  receive  from  class  firms  or  bill  to  the  following  directory  firms : 

27.  Firm  No.  6,  1-37,  4-49,  1-61,  on  account. 

28.  Firm  No.  7,  2-37,  2-49,  2-61,  on  account. 

29.  Firm  No.  8,  1-37,  3-49,  2-61,  on  account. 

30.  Firm  No.  9,  2-37,  1-49,  3-61,  on  account. 

Carry  out  the  last  four  transactions  as  instructed  in  Transactions  13  to  15. 
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31.  Make  a  shipment  of  400  bu.  barley,  freight  unpaid,  to  the  Central  Produce  Co.,  Cen¬ 
tral  City,  to  sell  for  you  on  commission.  Use  an  invoice  of  shipment  blank,  and  make  a 
memorandum  entry  of  the  shipment  in  your  journal,  without  extending  any  amounts.  Make 
shipping  bill  in  triplicate. 

OFFICE  COURSE.  Place  the  barley  in  a  freight  TABLET  COURSE.  Omit  the  merchandise  cards 

car  envelope  and  deliver  same  for  shipment  as  in-  and  the  freight  car  envelope,  and  proceed  as  in  slrp  • 

structed  in  your  shipments  to  the  salesman’s  firms  ping  instructions  after  Transaction  19. 

after  Transaction  19. 

32.  Pay  cash  for  books  and  stationery  for  office  use,  double  the  amount  you  paid  for 
premium  on  insurance  in  Transaction  18. 

OFFICE  COURSE.  Pay  the  Commercial  Ex-  TABLET  COURSE.  Pay  through  “Community 

change,  taking  a  receipt.  Cash,”  taking  your  receipt  from  the  Local  Form  Pad. 

33.  Sell  J.  R.  Stone,  Akron,  150  bu.  rye,  @  50  cts.  per  bu.,  without  billing,  receiving 
a  check  in  payment. 

OFFICE  COURSE.  Receive  this  check  through  TABLET  COURSE.  Receive  this  check  through 

your  tablet.  your  Local  Form  Pad. 

Ship  the  rye  in  the  usual  manner,  freight  unpaid. 

Make  this  entry  in  the  cash  book,  the  same  as  sundry  sales. 

34.  You  should  now  have  ready  for  entry  the  invoices  and  merchandise  ordered  in 
Transaction  25.  Follow  the  instructions  given  in  Transaction  19. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  22,  23,  and  24,  on  the  terms 
named  in  the  orders. 

35.  Indorse  Stone’s  check  and  deposit  it  in  bank  along  with  the  cash  you  received  in 
Transaction  26. 

36.  Pay  cash  for  drayage  on  the  barley  shipped  in  Transaction  31,  19,200  lbs.  @  2/2 
cents  per  hundred  pounds.  No  receipt. 

Prove  your  cash,  enter  your  purchases  in  the  purchase  journal  and  your  sales  in  the  sales 
journal,  and  make  a  report  as  usual  for  Section  Three. 

Section  Four. 

Your  traveling  salesman  sends  in  the  following  orders  for  shipment  by  freight : 

361  Firm  No.  19,  1-45,  2-57,  3-69,  on  account. 

37.  Firm  No.  20,  2-46,  1-58,  2-70,  on  account. 

38.  Firm  No.  21,  3-47,  1-59,  3-71,  on  account. 

39.  Firm  No.  22,  2-48,  1-60,  3-72,  on  account. 

40.  Order  merchandise  to  fill  the  last  four  orders  from  local  firms  as  previously  in¬ 
structed. 

41.  The  merchandise  ordered  in  Transaction  20  should  now  be  ready  for  delivery.  Fol¬ 
low  the  instructions  given  in  Transaction  8. 

Fill  the  orders  that  you  receive  from  class  firms  or  sell  to  the  following  directory  firms: 

42.  Firm  No.  2,  2-37,  1-49,  3-61,  on  account. 

43.  Firm  No.  3,  3-61,  1-49,  3-37,  on  account. 

44.  Firm  No.  4,  1-49,  2-37,  2-61,  on  account. 

45.  Firm  No.  5,  3-61,  2-49,  1-37,  on  account. 

46.  Give  your  check  for  an  amount  equal  to  your  monthly  rent,  to  Thomas  &  Co.,  for  a 
second  hand  safe  for  your  office. 

OFFICE  COURSE.  This  and  succeeding  trans-  TABLET  COURSE.  Unless  otherwise  specified, 

actions  not  belonging  to  any  other  office  department  your  papers  in  all  transactions  will  be  delivered 
will  be  carried  out  at  the  Commercial  Exchange.  through  “Outgoing  Papers,”  except  those  pertaining 

to  the  Bank,  Post  Office  and  Freight  Office,  and  your 
cash  receipts  and  payments  will  be  made  through 
“Community  Cash.” 
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47.  Make  sundry  cash  sales  without  billing,  3-37,  2-49,  3-61,  delivering  the  merchan¬ 
dise  and  collecting  for  sale  as  previously  instructed. 

48.  The  merchandise  ordered  in  Transaction  40  should  now  be  ready  for  entry.  Verify 
and  enter  the  invoices  as  usual. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  36,  37,  38,  and  39,  on  the 
terms  named  in  the  orders. 

Make  shipments  as  instructed  in  Transaction  19. 

49.  Receive  cash  from  R.  A.  Weston,  one-fourth  the  amount  of  your  monthly  rent,  for 
desk  space  in  your  store  room  for  one  month,  giving  a  receipt. 

50.  Make  a  shipment  of  corn  for  sale  on  commission,  sending  the  quantity  given  on 
your  directory  card.  Prepay  freight  at  the  rate  of  10  cents  per  hundred  pounds,  giving  your 
check.  Send  invoice  of  shipment. 

OFFICE  COURSE.  Make  this  consignment  to  TABLET  COURSE.  Make  this  consignment  to 

the  firm  represented  at  your  Commission  Office.  Re-  the  Central  Commission  Co.,  Central  City.  Receive  a 

ceive  a  consignor’s  expense  bill  from  the  Freight  consignor’s  expense  bill  from  your  Freight  Office 

Office.  envelope. 

51.  The  Post  Milling  Co.  hand  you  a  check  for  $250  to  apply  on  their  note  included 
in  your  investment.  Indorse  the  payment  on  the  back  of  their  note,  and  make  an  entry  of 
same  in  your  cash  book  and  bill  book. 

OFFICE  COLTRSE.  Receive  this  check  through  TABLET  COURSE.  Receive  this  check  through 

your  tablet.  your  Local  Form  Pad. 

52.  Indorse  and  deposit  this  check  in  bank  along  with  the  cash  you  have  received  in 
this  section  for  cash  sales. 

53.  Pay  cash  for  drayage  on  the  merchandise  you  received  in  Transaction  41,  25  cents 
for  one  thousand  pounds  or  less,  and  2)4  cents  per  hundred  pounds  if  the  gross  weight  ex¬ 
ceeds  one  thousand  pounds. 

54.  Order  of  your  wholesale  firm  on  account,  36-37,  36-49,  24-61. 

Prove  and  balance  your  cash,  enter  your  purchases  and  sales  as  usual,  and  make  a  report 
to  your  teacher  for  Section  Four. 


Section  Five. 

Post  your  three  ledgers,  proving  your  purchase  and  sales  ledgers,  and  taking  a  trial  bal¬ 
ance  of  your  general  ledger. 

In  posting  from  the  four  historical  books  follow  a  uniform  method,  posting  from  the 
journal  first,  purchase  journal  second,  sales  journal  third,  and  cash  book  last. 

55.  Deduct  2  per  cent  discount  on  your  invoice  received  from  Firm  No.  2,  and  give 

your  check  to  pay  the  net  balance.  Write  on  the  lower  left  margin  of  the  check,  “For  In¬ 
voice - 19 - -  for  $ - less  2  per  cent.”  (Write  the  date  and  amount  of  the  in¬ 

voice.)  Your  return  check  in  such  case  will  be  sufficient  receipt. 

OFFICE  COURSE.  If  Firm  No.  2  is  a  class  TABLET  COLIRSE.  Deliver  this  and  similar 

firm,  hand  the  check  to  him ;  if  a  directory  firm,  send  payments  through  “Outgoing  Papers.” 
the  check  to  the  Wholesale  Office. 

56.  Receive  a  check  or  cash  from  Firm  No.  6,  in  payment  of  your  invoice  to  him  less  a 
discount  of  2  per  cent. 

OFFICE  COURSE.  If  Firm  No.  6  is  a  class  TABLET  COURSE.  Deliver  a  receipt  for  the 

firm,  he  will  hand  you  a  check;  if  a  directory  firm,  net  amount  through  “Outgoing  Papers,”  and  receive 

collect  cash  at  the  Commercial  Exchange  for  the  pro-  payment  through  “Community  Cash.” 
ceeds  after  discount,  giving  a  receipt. 

Such  a  receipt  should  have  written  on  the  line  below  the  amount,  “For  Invoice - 19 -  for 

$ - less  2  per  cent,”  (with  the  date  and  amount  of  the  invoice.) 

57.  Give  your  check  as  explained  in  Transaction  55  to  pay  your  invoice  received  from 
Firm  No.  3,  less  a  discount  of  2  per  cent. 

58.  Give  your  note  at  ten  days  to  Firm  No.  9,  for  the  amount  you  owe  him  on  the 
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Merchandise  List  with  Selling  Prices  for  Student  A. 


No. 

ARTICLE 

Kind  of 
Package 

How  Es¬ 
timated 

Price 

Quantity 

on 

Card 

1  Gross 

Weight 

No. 

ARTICLE 

Kind  of 
Package 

How  Es¬ 
timated 

Price 

Quantity 

on 

Card 

I  Gross 

Weicht 

No 

ARTICLE 

Kind  of 
Package 

How  Es 
timated 

Price 

Quantity 

on 

Card 

Gross 

Weight 

37 

Flour 

brl. 

brl. 

4 

1  brl. 

230 

49 

Corn  Meal 

case 

sack 

30 

4  sks. 

10C 

61 

Rolled  Oats 

case 

case 

2 

90 

1  case 

80 

38 

Apricots 

box 

lb. 

10 

401bs. 

45 

50 

Prunes 

box 

lb. 

12\ 

36  lbs. 

41 

62 

Raisins 

box 

lb. 

08 

25  lbs. 

30 

39 

Apples 

brl. 

brl. 

2 

25 

1  brl. 

200 

51 

Grapes 

box 

lb. 

06 

201bs. 

24 

63 

Peaches 

box 

box 

1 

75 

1  box 

40 

40 

Eaund’ySoap  box 

lb. 

03 1 

60  lbs. 

68 

52 

En’dry  Starch 

box 

lb. 

07{ 

40  lbs. 

45 

64 

Table  Salt 

box 

sack 

07 

20  sks 

no 

41 

Butter 

tub 

lb. 

16 

50 lbs. 

55 

53 

Cheese 

case 

lb. 

121 

40  lbs. 

45 

65 

Eggs 

case 

doz. 

12 

25  doz 

45 

42 

C  Sugar 

brl. 

lb. 

04 1 

310  lbs. 

340 

54 

A  Sugar 

brl. 

lb. 

05 

305  lbs. 

335 

66 

Gr.  Sugar 

brl. 

lb. 

05 1 

300  lbs. 

330 

43 

Java  Coffee 

I  sack 

lb. 

30 

95  lbs. 

96 

55 

Rio  Coffee 

sack 

lb. 

17 

102  lbs. 

103 

67 

Mocha  Coffee 

sack 

lb. 

35 

85  lbs. 

86 

44 

Eng.  Br.  Tea  chest 

lb. 

40 

42 lbs. 

50 

56 

Japan  Tea 

chest 

lb. 

37  s 

80lbs. 

88 

68 

Y.  H.  Tea 

chest 

lb. 

33i 

75  lbs. 

82 

45 

Molasses  N.O.  brl. 

gal. 

35 

42  g. 

430 

57 

Crystal  Syrup 

brl. 

gal. 

27 

41  gal 

395 

69 

Maple  Syrup 

case 

gal. 

50 

12  gal. 

145 

46 

Beans 

sack 

bu. 

1 

75 

2  bu. 

122 

58 

Potatoes 

sack 

bu. 

40 

1  *^bu. 

92 

70 

Rice 

sack 

lb. 

08 

100  lbs. 

101 

47 

Bacon 

case 

lb. 

10 

50  lbs. 

57 

59 

Hams 

case 

lb. 

12  J. 

100  lbs. 

109 

71 

Mess  Pork 

brl. 

brl. 

12 

50 

lbrl. 

245 

48 

Bananas 

b’  nch 

b’neh 

1 

25 

1  bch. 

75 

60 

Eemons 

box 

box 

2 

25 

1  box 

75 

72 

Oranges 

box 

box 

2 

75 

1  box 

70 

'  -  .  ■ , .  i.  n  n:io~l 
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Directory  of  Firms  for  Student  A. 

The  students  that  are  to  form  a  circle,  should  write  their  names  on  the  enrollment  card.  The  letter  to  the  left  of  each  student’s  name  will  indicate  his  directory  card. 
Each  student  receiving  a  directory  card  will  write  his  own  name  in  the  position  of  Firm  No.  1. 

The  printed  names  will  represent  Firms  Nos.  2  to  12  when  there  are  no  other  students  to  take  these  places.  When  other  students  join  the  circle,  their  names  should  be 
written  in  the  spaces  above  the  printed  names,  corresponding  to  their  letters  in  the  enrollment  card,  and  they  will  take  the  place  of  the  printed  firms  in  the  transactions. 
Students’  names  should  be  written  with  pencil,  so  that  they  may  be  readily  erased  and  others  inserted  at  any  time. 


No 

Position 

NAME 

HAS  FOR  SALE 

No. 

NAME 

ADDRESS 

Freight 

Rate 

No. 

NAME 

ADDRESS 

Freight 

Rate 

1 

A 

8alee  Ledger  Purchase  Ledger 

Flour,  Corn  Meal,  Oat  Meal 

13 

H.  E.  Ainsley 

Akron 

15 

25 

C.  T.  Munger 

Marengo 

18 

2 

B 

J.  A.  Barber  C.  M.  Brown 

Apricots,  Prunes,  Raisins 

14 

A.  L.  Benson 

Bradford 

17 

26 

R.  L.  Newton 

Newport 

21 

3 

C 

G.  H.  Coleman  J.  A.  Carter 

Apples,  Grapes,  Peaches 

15 

J.  M.  Carson 

Camden 

20 

27 

B.  J.  Olney 

Oxford 

23 

4 

D 

M.  1.  Davis  H.  0.  Dunlap 

L’ndry  Soap,  L’ndry  Starch,  Tab.  Sit. 

16 

E.  H.  Dewey 

Dallas 

22 

28 

E.  J.  Putnam 

Portland 

24- 

5 

E 

A.  C.  Emery  F.  J.  Eaton 

Butter,  Cheese,  Eggs 

17 

C.  C.  Egbert 

Easton 

27 

29 

T.  H.  Quincy 

Quarry 

26 

j6 

F 

H.  D.  Felton  J.  O.  French 

C  Sugar,  A  Sugar,  Gr.  Sugar 

18 

L.  J.  Ferris 

Fairfield 

30 

30 

L.  A.  Reynolds 

Riverside 

28 

7 

G 

E.  A.  Gardner  A.  C.  George 

JavaCoffee,  Rio  Coffee,  Moch.  Coffee 

19 

A.  R.  Grant 

Geneva 

32 

31 

C.  E.  Stanley 

Salem 

29 

8 

H 

J.  P.  Ffarding  O.  M.  Howard 

Eng.  Br.  Tea,  Jap.  Tea,  Y.  H.  Tea 

20 

C.  R.  Halpin 

Havana 

35 

32 

W.  N.  Townsend 

Tipton 

31 

9 

I 

H.  M.  Irwin  H.  E.  Irving 

Molasses,  Crys.  Syrup,  Map.  Syrup 

21 

M.  P.  Ingham 

Independence 

37 

33 

R.  P.  Upman 

Utica 

33 

10 

J 

C.  L.  Jenkins  E.  A.  Joiner 

Beans,  Potatoes,  Rice 

22 

A.  P.  Johnson 

Jamestown 

40 

34 

F.  J.  VanDyke 

Vinton 

36 

11 

K 

J.  H.  Kendall  M.  1.  Kingman 

Bacon,  Hams,  Mess  Pork 

23 

J.  R.  Kingsley 

Kenwood 

42 

35 

F.  B.  Williams 

Waterloo 

38 

12 

L 

W.C.  Leonard  C.  P.  Lambert 

Bananas,  Lemons,  Oranges 

24 

W  A.  Longley 

Lancaster 

45 

36 

D.  C.  Yates 

Yorktown 

41 

Your  monthly  rent  for  the  store  room  leased  in  Section  One  is  $40  Your  Seventh  Street  Branch  inventory  of  merchandise  unsold  in  Section  Fifteen  is  $803.56.  Your 
Fourth  Avenue  Branch  inventory  of  merchandise  unsold  in  Section  Fifteen  is  $452.12. 

Your  shipments  of  grain  referred  to  this  card  from  the  Business  Routine  are  as  follows:  In  Section  Four,  400  bu.  Corn;  Section  Six,  1000  bu.  Oats;  Section  Seven,  400 

bu.  Wheat. 
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purchase  ledger  without  discount.  Deliver  this  note  in  the  same  manner  that  you  delivered 
the  check  in  Transaction  55. 

59.  Receive  a  check  or  cash  from  Firm  No.  7  in  payment  of  your  invoice  to  him, 
less  a  discount  of  2  per  cent.  Proceed  as  in  Transaction  56. 

60.  Firm  No.  13  requests  you  to  deduct  2  per  cent  discount  from  his  account  and  draw 
on  him  at  sight  for  the  balance.  Draw  this  draft  as  requested,  making  it  payable  to  your 
bank. 

OFFICE  COURSE.  Leave  the  draft  at  your  TABLET  COURSE.  Place  the  draft  in  your 

bank  for  collection.  Bank  envelope. 

Make  no  entry  of  the  discount  or  of  the  draft  drawn,  except  the  stub  entry  in  your  draft  book,  until  you 
are  directed  to  do  so  in  your  routine. 

61.  Give  your  note  at  ten  days  to  Firm  No.  10  for  the  amount  you  owe  him  on  the 
purchase  ledger,  without  discount. 

62.  Give  your  check  to  Firm  No.  4,  to  pay  your  invoice  received  from  him,  less  a  dis¬ 
count  of  2  per  cent. 

63.  Deduct  2  per  cent  discount  from  amount  now  due  from  Firm  No.  14,  and  draw  on 
him  at  sight  for  the  balance,  making  the  draft  payable  to  your  bank  and  leaving  it  for  col¬ 
lection. 

64.  Give  your  check  to  pay  your  invoice  received  from  Firm  No.  5,  less  a  discount  of 
2  per  cent. 

65.  Give  your  note  at  ten  days  to  Firm  No.  11  for  the  amount  you  owe  him  on  the 
purchase  ledger,  without  discount. 

66.  Receive  a  check  or  cash  from  Firm  No.  8  in  payment  of  your  invoice  to  him  less  a 
discount  of  2  per  cent. 

67.  Deduct  2  per  cent  discount  from  amount  now  due  from  Firm  No.  15,  and  draw  on 
him  at  sight  for  the  balance,  making  the  draft  payable  to  your  bank  and  leaving  it  for  col¬ 
lection. 

68.  Give  your  note  at  ten  days  to  Firm  No.  12,  for  the  amount  you  owe  him  on  the 
purchase  ledger,  without  discount. 

69.  Receive  a  note  at  ten  days  from  Firm  No.  2  to  balance  his  account  on  your  sales 
ledger,  without  discount. 

OFFICE  COURSE.  If  No.  2  is  a  class  firm,  he  TABLET  COURSE.  Receive  this  and  similar 

will  hand  you  the  note ;  if  a  directory  firm,  write  the  notes  through  your  Local  Form  Pad. 
note  in  your  favor  and  take  it  to  the  Commercial  Ex¬ 
change  for  signature  of  Firm  No.  2.  Remove  such  a 
note  from  the  back  of  your  note  book,  without  making 
a  stub  entry. 

70.  Give  your  check  to  Firm  No.  6  to  pay  your  invoice  received  from  him,  less  a  dis¬ 
count  of  2  per  cent. 

71.  Receive  a  check  or  cash  from  Firm  No.  9  in  payment  of  your  invoice  to  him,  less 
a  discount  of  2  per  cent. 

72.  Receive  a  note  at  ten  days  from  Firm  No.  3  to  balance  his  account  on  your  sales 
ledger,  without  discount.  Proceed  as  in  Transaction  69. 

73.  Receive  a  check  or  cash  from  Firm  No.  10  in  payment  of  your  invoice  to  him, 
less  a  discount  of  2  per  cent. 

74.  Give  your  check  to  Firm  No.  7,  to  pay  your  invoice  received  from  him,  less  a  dis¬ 
count  of  2  per  cent. 

75.  Receive  a  note  at  ten  days  from  Firm  No.  4  to  balance  his  account  on  your  sales 
ledger,  without  discount. 

76.  Receive  a  check  or  cash  from  Firm  No.  11  in  payment  of  your  invoice  to  him,  less 
a  discount  of  2  per  cent. 

77.  Give  your  check  to  Firm  No.  8  to  pay  your  invoice  received  from  him,  less  a  dis¬ 
count  of  2  per  cent. 
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78.  Receive  a  note  at  ten  days  from  Firm  No.  5  to  balance  his  account  on  your  sales 
ledger,  without  discount. 

79.  Receive  a  check  or  cash  from  Firm  No.  12  in  payment  of  your  invoice  to  him,  less 
a  discount  of  2  per  cent. 

80.  Deposit  all  checks  and  cash  you  have  received  in  Section  Five. 

Prove  your  cash.  Post  all  entries  that  belong  to  accounts  in  the  purchase  and  sales 
ledgers,  and  rule  up  all  accounts  that  are  in  balance.  Report  to  your  teacher  for  Section 
Five. 

Section  Six. 

81.  Your  traveling  salesman  reports  road  expenses  to  date,  $18.75,  which  you  will 
enter  to  his  credit  in  the  journal. 

Your  traveling  salesman  also  sends  in  the  following  orders  for  shipment  by  freight : 

82.  Firm  No.  23,  2-38,  3-50,  2-62,  on  which  you  are  to  allow  2  per  cent  discount  and 

draw  at  sight  for  collection. 

83.  Firm  No.  24-,  1-62,  2-63,  1-66,  on  account. 

84.  Firm  No.  25,  1-63,  2-39,  2-42,  on  account. 

85.  Order  merchandise  to  fill  the  last  three  orders  from  local  firms  as  previously  in¬ 
structed. 

86.  Make  sundry  cash  sales,  1-61,  2-37,  3-49,  delivering  the  merchandise  without  bill¬ 
ing  and  collecting  cash  as  directed  in  Transaction  17. 

87.  D.  W.  Wells  hands  you  his  check  for  $100  to  apply  on  his  note.  Indorse  this 
payment  on  Wells’s  note. 

OFFICE  COURSE.  Receive  this  check  through  TABLET  COURSE.  Receive  this  check  through 

your  tablet.  your  Local  Form  Pad. 

Fill  the  orders  that  you  receive  from  class  firms  or  sell  to  the  following  directory  firms, 
billing  on  account  and  offering  a  discount  of  2  per  cent  for  payment  in  10  days.  Write  2-10 
n-30  in  the  blank  space  for  terms  on  each  bill,  meaning  subject  to  2  per  cent  discount  for 
payment  in  ten  days,  and  due  without  discount  in  thirty  days. 

88.  Firm  No.  8,  1-61,  2-37. 

89.  Firm  No.  11,  3-61,  2-37. 

90.  Firm  No.  12,  2-37,  3-49,  3-61. 

When  you  deliver  the  last  three  bills,  allow  the  2  per  cent  discount  offered  and  collect 
cash  for  the  proceeds,  receipting  each  bill.  Enter  the  amount  of  each  of  these  sales  in  your 
sales  journal  without  discount,  entering  in  your  cash  book  the  discount  after  you  have  made 
the  collections. 

91.  The  merchandise  ordered  in  Transaction  85  should  now  be  ready  for  entry.  Pro¬ 
ceed  as  directed  in  Transaction  19.  After  verifying  the  invoices  and  merchandise,  accept  the 
discount  offer  of  2  per  cent  and  give  a  check  to  each  firm  in  the  usual  manner  to  pay  the 
proceeds. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  82,  83,  and  84  on  the  terms 
named  in  the  orders.  The  sale  to  Firm  No.  23  will  be  posted  as  on  account  and  this  firm 
will  be  credited  when  you  are  advised  that  the  draft  has  been  paid. 

92.  Deposit  all  checks  and  cash  you  have  received  in  Section  Six,  except  the  amount 
received  in  Transaction  86,  which  you  will  keep  for  cash  payments. 

93.  Make  a  consignment  of  oats  to  your  Commission  Office  or  to  the  Central  Com¬ 
mission  Co.,  Central  City,  if  you  have  no  commission  office,  sending  freight  unpaid,  the 
quantity  indicated  in  your  directory. 

Proceed  as  directed  in  Transactions  31  and  50. 

94.  Your  bank  reports  that  they  have  collected  the  drafts  on  Firms  13,  14,  and  15, 
which  you  drew  in  Section  Five.  The  bank  deducts  a  collection  fee  of  25  cents  on  each  draft 
for  $100  or  less,  and  one-fourth  of  one  per  cent  of  the  face  of  each  draft  for  more  than  $100. 
Receive  credit  on  your  pass  book  for  the  proceeds  of  these  drafts. 
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Credit  the  firms  for  the  face  amount  of  the  drafts  paid,  and  debit  Expense  for  the  collection  charges,  mak¬ 
ing  these  entries  in  your  cash  book. 


OFFICE  COURSE.  Report  at  the  Bank  with 


TABLET  COURSE.  Estimate  the  proceeds  of 
each  draft,  and  make  a  separate  deposit  entry  in  your 
pass  book  for  each,  with  the  explanation  “Col.  Ains- 
ley,”  etc. 


your  pass  book  for  above  credits. 


95.  Your  traveling  salesman  requests  a  draft  on  account,  to  be  sent  to  Riverside.  Send 
him  a  bank  draft  for  an  amount  equal  to  your  monthly  payment  for  rent.  Give  your  check 
to  the  bank  for  this  draft  and  for  exchange  5  cents. 

Your  traveling  salesman  reports  orders  for  shipment  by  freight: 

96.  Firm  No.  26,  1-45,  3-52,  3-56,  on  which  you  are  to  deduct  a  discount  of  2l/2  per 
cent  and  draw  at  sight  on  this  firm  for  the  balance. 

97.  Firm  No.  27,  2-40,  1-41,  2-52,  2-45,  on  account. 

98.  Firm  No.  28,  1-44,  3-64,  2-65,  1-68,  on  account. 

99.  Firm  No.  29,  3-44,  2-57,  3-69,  1-53,  3-41,  on  account. 

100.  Order  merchandise  from' local  firms  to  fill  the  last  four  orders,  asking  each  firm 
to  deduct  their  cash  discount  and  draw  on  you  through  your  bank  at  sight  for  the  net 
amount  of  the  bill. 

101.  Your  traveling  salesman  also  reports  that  he  was  short  of  expense  money  and  that 
he  collected  $19.50  from  Firm  No.  29,  which  you  will  credit  to  that  firm,  allowing  a  cash  dis¬ 
count  credit  on  same  of  2^4  per  cent,  charging  the  $19.50  to  your  salesman. 

102.  The  merchandise  ordered  in  Transaction  54  should  now  be  ready  for  delivery. 
Follow  the  instructions  given  in  Transaction  8. 

Fill  the  orders  that  you  receive  from  class  firms  or  sell  to  the  following  directory  firms, 
deducting  5  per  cent  from  the  amount  of  each  bill  and  drawing  on  each  firm  at  sight  in 
favor  of  your  bank  for  the  net  amount.  Deliver  the  bills  and  merchandise  as  usual,  and 
leave  the  drafts  at  bank  for  collection. 


103.  Firm  No.  5,  3-37,  2-49,  3-61. 

104.  Firm  No.  6,  3-49,  4-37,  1-61. 

105.  Firm  No.  9,  4-37,  1-49,  2-61. 

106.  Firm  No.  10,  5-49,  2-37.  3-61. 


107.  Make  sundry  cash  sales,  3-49,  2-37,  3-61,  delivering  the  merchandise  without 
billing  and  collecting  cash  for  same. 

108.  The  merchandise  ordered  in  Transaction  100  should  now  be  ready  for  entry. 
Verify  and  enter  the  invoices,  but  do  not  pay  the  drafts  drawn  for  these  invoices  until  in¬ 
structed  to  do  so. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  96,  97,  98,  and  99,  on  the  terms 
proposed,  drawing  on  Firm  No.  26  at  sight  in  favor  of  your  bank  for  collection.  Send  Firm 
No.  29  a  receipt  for  his  payment  to  your  salesman,  including  the  discount  allowed  on  this 
payment. 

109.  Order  of  your  wholesale  firm,  36-61,  12-49,  24-37,  asking  them  to  draw  on  you 
at  thirty  days  for  the  amount  of  the  invoice. 

110.  Make  a  consignment  of  wheat  to  your  Commission  Office,  or  to  the  Central  Com¬ 
mission  Co.,  Central  City,  if  you  have  no  commission  office,  sending  the  quantity  indicated 
in  your  directory.  Prepay  the  freight  by  check,  estimating  the  same  at  10  cents  per  hundred 
pounds.  Receive  a  consignor’s  expense  bill. 

111.  Pay  cash  for  drayage  on  the  merchandise  you  received  in  Transaction  102,  esti¬ 
mated  at  the  rates  given  in  Transaction  53. 

112.  Receive  credit  on  your  pass  book  for  the  proceeds  of  your  draft  on  Firm  No.  23, 
left  at  bank  for  collection  in  Transaction  82.  Estimate  collection  charges  and  proceed  as  di¬ 
rected  in  Transaction  94. 
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113.  Receive  a  note  at  ten  days  from  Firm  No.  25  for  the  amount  of  your  sale  to  him 
in  Transaction  84.  Send  a  receipt  for  the  note. 

OFFICE  COURSE.  Write  a  note  in  your  favor  TABLET  COURSE.  Receive  this  note  through 

for  the  correct  amount,  and  have  it  signed  by  the  your  Local  Form  Pad.  Deliver  the  receipt  through 

office  representing  Firm  No.  25,  or  by  the  teacher  if  “Outgoing  Papers.” 

no  office  represents  this  firm. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  make  a  report  to  your  teacher  for 
Section  Seven. 

Section  Eight. 

114.  Give  a  check  to  your  bank  for  the  drafts  that  were  drawn  on  you  in  Section 
Seven. 

OFFICE  COURSE.  If  any  of  the  local  firms  TABLET  COURSE.  You  will  find  these  drafts 

from  whom  you  made  purchases  in  Section  Seven  in  your  Banking  Pad.  Leave  a  check  in  the  bank 

are  represented  at  the  Commercial  Exchange,  give  envelope  for  the  amount  of  the  drafts, 

checks  to  pay  for  these  purchases  if  this  office  has 
not  drawn  on  you  for  these  bills. 

115.  Firm  No.  27  reports  that  your  traveling  salesman  agreed  to  prepay  freight 
charges  on  the  merchandise  you  sent  him  in  Transaction  97.  Estimate  from  the  freight  tariff 
the  amount  of  freight  he  had  to  pay,  and  send  him  a  memorandum  of  credit  for  that  amount, 
passing  the  same  to  his  credit  in  your  journal. 

Your  traveling  salesman  reports  orders  for  shipment  by  freight : 

116.  Firm  No.  30,  1-67,  2-63,  1-62,  2-50,  on  account. 

117.  Firm  No.  31,  3-51,  2-67,  on  account. 

118.  Firm  No.  32,  2-38,  3-39,  1-42,  3-43,  on  account. 

119.  Firm  No.  33,  1-38,  2-62,  2-67,  3-66,  1-50,  on  account. 

120.  Order  merchandise  from  local  firms  to  fill  the  last  four  orders,  asking  each  firm  to 
bill  to  you  on  account. 

121.  Make  sundry  cash  sales,  3-37,  2-49,  1-61. 

122.  Draw  on  Firm  20  at  fifteen  days’  sight  for  the  amount  of  your  sale  to  him  in 
Transaction  37,  making  the  draft  payable  to  yourself  and  send  it  to  Firm  20,  with  a  letter  re¬ 
questing  him  to  “accent”  and  return  to  you. 

Fill  the  orders  that  you  receive  from  class  firms  or  sell  to  the  following  directory  firms: 

123.  Firm  No.  7,  5-61,  3-37,  on  account. 

124.  Firm  No.  8,  1-37,  3-61,  on  account. 

125.  Firm  No.  11,  2-61,  3-49,  3-37,  on  account. 

126.  Firm  No.  12,  3-61,  3-49,  3-37,  on  account. 

127.  Deposit  in  bank  all  cash  and  checks  you  have  on  hand,  except  the  amount  re¬ 
ceived  in  Transaction  121. 

128.  The  merchandise  ordered  in  Transaction  120  should  now  be  ready  for  entry. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  116,  117,  118,  and  119,  on  the 
terms  named. 

129.  Receive  credit  on  your  pass  book  for  the  proceeds  of  your  drafts  on  local  firms 
and  your  draft  on  Firm  No.  26,  left  for  collection  in  Section  Seven.  Proceed  as  in  Trans¬ 
action  94. 

130.  The  Central  Produce  Co.  sends  account  sales  for  the  barley  you  shipped  on  con¬ 
signment  in  Transaction  31.  Enter  the  net  proceeds  in  your  sales  journal,  as  on  account 
subject  to  your  draft  at  ten  days. 

OFFICE  COURSE.  Receive  this  account  sales  TABLET  COURSE.  Receive  this  account  sales 

through  your  tablet.  through  your  Invoice  and  Account  Sales  Pad. 

131.  Take  out  an  additional  insurance  policy  with  the  Commercial  Insurance  Com¬ 
pany,  for  three  months  on  your  stock  of  merchandise,  for  an  amount  equal  to  double  your 
policy  received  in  Transaction  18,  giving  your  check  for  the  premium,  estimated  at  one-half 
of  one  per  cent  of  the  policy.  Proceed  as  in  Transaction  18. 
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132.  Draw  at  sight  on  Firm  No.  16  and  Firm  No.  17,  each  for  the  amount  now  due 
you.  and  leave  the  drafts  at  Bank  for  collection. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  make  a  report  to  your  teacher  for 
Section  Eight. 

Section  Nine. 

133.  Your  traveling  salesman  reports  cash  collected  from  Firm  No.  30  for  the  bill  sent 
him  in  Transaction  116,  less  a  cash  discount  of  2^4  per  cent.  Charge  the  cash  collected  to 
your  salesman.  Credit  Firm  No.  30  for  both  cash  and  discount. 

134.  Your  salesman  also  reports  as  unsalable  1-51,  of  the  merchandise  shipped  to  Firm 
No.  31.  in  Transaction  117.  Send  a  memorandum  of  credit  to  above  firm  for  this  article,  es¬ 
timated  at  the  price  you  charged  for  it.  Charge  this  item  back  to  the  local  firm  that  sold  it 
to  you,  reporting  the  same  and  asking  for  a  memorandum  of  credit. 

Your  salesman  reports  orders  for  freight  shipment: 

135.  Firm  No.  31,  3-72,  2-70,  1-60,  2-58,  1-48,  on  account. 

136.  Firm  No.  35,  1-40,  1-41,  2-46,  2-52,  on  account. 

137.  Firm  No.  36,  2-41,  3-53,  on  account. 

138.  Order  merchandise  from  local  firms  to  fill  the  last  three  orders,  asking  each  firm 
to  accept  your  note  at  ten  days  in  payment. 

139.  The  merchandise  you  ordered  in  Transaction  109  should  now  be  ready  for  deliv¬ 
ery.  Follow  the  instructions  given  in  Transaction  8. 

140.  Accept  the  draft  of  your  wholesale  firm,  drawn  in  response  to  your  order  in 
Transaction  109. 


OFFICE  COURSE.  You  will  find  this  draft  at 
bank  if  it  has  been  drawn  by  the  Wholesale  Office. 
If  the  draft  is  not  at  bank  for  acceptance,  send  your 
note  at  thirty  days  to  the  Wholesale  Office  for  the 
amount  of  the  invoice  referred  to. 


TABLET  COURSE.  You  will  find  this  draft  in 
your  bank  envelope.  Accept  the  draft  and  leave  it  in 
the  bank  envelope  without  removing  it  from  the  book 
of  forms. 


141.  The  draft  you  drew  on  Firm  No.  20  should  now  be  returned  to  you  accepted.  Call 
at  the  teacher’s  desk  for  the  accepted  draft. 

Fill  the  orders  that  you  receive  from  class  firms,  or  bill  without  discount  to  the  follow¬ 
ing  directory  firms,  requesting  each  one  to  send  you  a  note  at  ten  days  in  payment. 

142.  Firm  No.  2,  3-61,  1-49,  1-37. 

143.  Firm  No.  4.  2-61,  2-49,  2-37. 

144.  Firm  No.  9.  3-37,  3-49. 

145.  Firm  No.  10,  1-37,  2-49. 

Each  firm  in  the  last  four  transactions  will  be  debited  from  the  sales  journal  and  after¬ 
ward  credited  from  the  journal  when  notes  are  received. 

146.  The  merchandise  ordered  in  Transaction  138  should  now  be  ready  for  entry. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  135,  136,  and  137. 

147.  Send  your  note  at  ten  days  to  each  of  the  firms  that  billed  merchandise  to  you 
recorded  in  Transaction  146.  Debit  the  firms  for  these  notes  in  your  journal. 

148.  Make  sundry  cash  sales,  1-37,  2-49,  3-61. 

149.  Firm  29  reports  that  he  made  an  agreement  with  your  salesman  that  you  were  to 
give  a  special  discount  of  five  per  cent  on  the  bill  you  sent  him  in  Transaction  99.  Estimate 
this  discount  and  send  No.  29  a  memorandum  of  credit  for  the  discount,  giving  him  credit 
for  same  in  your  journal. 

150.  Inspect  the  account  sales  carefully,  that  you  received  from  the  Central  Produce 
Co.  in  Transaction  130,  and  if  you  find  an  error  making  your  net  proceeds  too  small,  report 
the  error  to  them,  asking  for  a  memorandum  of  credit  and  debiting  them  with  the  amount  of 
the  error.  (Sales  Journal). 

151.  Draw  on  the  Central  Produce  Co.,  at  ten  days’  sight,  for  double  the  amount  of 
your  monthly  rent,  in  favor  of  your  wholesale  firm,  and  send  the  draft  to  the  latter  firm 
for  credit.  Notify  the  Central  Produce  Co.  of  the  amount  of  this  draft. 

152.  Record  the  notes  you  receive  from  local  firms  in  response  to  your  invoices  in 
Transactions  142,  143,  144,  and  145. 
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OFFICE  COURSE.  If  these  are  directory  firms,  TABLET  COURSE.  You  will  find  these  notes 

write  notes  in  your  favor  for  the  given  amounts  and  in  your  tablet, 
take  them  to  the  Commercial  Exchange  for  signature. 

153.  Send  Firm  No.  11  a  memo  of  credit  for  1-49  reported  unsalable,  which  you  billed 
to  him  in  Transaction  125. 

154.  Order  of  your  wholesale  firm,  48-37,  48-49,  48-61,  asking  them  to  take  in  pay¬ 
ment  your  three  notes  for  equal  amounts  due  in  ten,  twenty,  and  thirty  days. 

155.  Pay  cash  for  drayage  on  the  merchandise  you  received  in  Transaction  139,  esti¬ 
mated  at  the  usual  rates. 

156.  The  account  sales  of  your  consignment  of  corn  in  Transaction  50  should  now  be 
ready  for  entry. 

OFFICE  COURSE.  If  the  Commission  Office  TABLET  COURSE.  Receive  the  account  sales 

has  not  sent  you  an  account  sales,  estimate  the  net  through  your  Invoice  and  Account  Sales  Pad. 
proceeds,  using  the  list  of  Commission  Office  charges 
given  on  page  14.  Estimate  the  corn  as  sold  at  42]/2 
cents  per  bushel.  Net  proceeds  on  account. 

157.  Receive  credit  on  your  pass  book  for  the  proceeds  of  your  draft  drawn  for  collec¬ 
tion  in  Transaction  132.  Proceed  as  in  Transaction  94. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  make  a  report  to  your  teacher  for 
Section  Nine. 

Section  Ten. 

158.  Your  traveling  salesman  reports  expenses  since  last  report  in  Transaction  81, 
$15.65,  which  you  will  pass  to  his  credit.  Also  give  him  credit  for  salary  to  date,  $75. 

159.  The  account  sales  of  your  consignment  of  oats  in  Transaction  93,  should  now  be 
ready  for  entry.  Proceed  as  in  Transaction  156,  estimating  the  oats  as  sold  at  44  cents  per 
bushel.  Net  proceeds  on  account. 

160.  Order  of  your  wholesale  firm  on  account,  24-37,  24-61 . 

161.  Pay  cash  for  clerk’s  wages  to  date,  $21.50. 

OFFICE  COURSE.  Make  payment  at  the  Com-  TABLET  COURSE.  Place  this  money  in  “Com¬ 
mercial  Exchange.  munity  Cash.” 

Post  your  ledgers,  prove  and  balance  cash,  and  take  a  trial  balance  of  your  general 
ledger.  Prove  your  purchase  and  sales  ledger. 

162.  Take  inventory  of  your  merchandise  on  hand,  estimating  each  article  at  cost,  in¬ 
cluding  freight  at  25  cents  per  hundred  pounds  on  the  gross  weight  of  the  articles  that  were 
shipped  to  you  from  the  Wholesale  Office.  Estimate  the  barley,  corn,  oats,  rye,  and  wheat  on 
hand  at  one  cent  per  bushel  in  advance  of  the  prices  given  in  Section  One.  Estimate  the  wheat 
shipped  in  Transaction  110  at  an  advance  of  two  cents  per  bushel  above  the  price  given  in 
Section  One,  and  include  the  freight  you  paid.  Inventory  your  first  insurance  policy  as  two- 
thirds  of  the  time  unexpired,  and  the  second  insurance  policy  received  in  Transaction  131, 
as  nine-tenths  of  the  time  unexpired.  Inventory  your  chattels  at  95  per  cent  of  their  cost, 
your  office  stationery  purchased  in  Transaction  32  at  one-half  the  cost  price,  and  your  ad¬ 
vertising  space  paid  for  in  Transaction  6  at  three-fourths  of  the  cost.  Inventory  thirty  days’ 
interest  receivable  on  Hanford’s  note  included  in  your  investment,  and  on  your  investment 
note  signed  by  Wells  estimate  eighteen  days’  interest  before  the  indorsement  in  Transaction 
91,  and  twelve  days’  interest  on  the  balance  of  the  note  after  deducting  the  indorsement  just 
referred  to. 

163.  Make  a  balance  sheet  showing  your  present  worth,  after  which  close  the  accounts 
in  the  general  ledger,  preparatory  to  admitting  a  partner  and  extending  your  business,  as  re¬ 
quired  in  Section  Eleven. 


Section  Eleven. 

164.  Form  a  partnership  with  T.  C.  McBride,  under  the  firm  naYne  of  (Student)  & 
McBride,  using  your  own  name  in  place  of  Student  on  the  following  conditions :  You  are  to 
turn  over  to  the  new  firm  your  present  business,  having  credit  for  the  present  worth  as  indi- 
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cated  in  your  balance  sheet  in  Section  Ten,  and  you  are  to  have  an  additional  credit  of  one 
hundred  dollars  for  the  estimated  good  will  of  the  business. 

McBride  invests  a  certified  check  for  $1000,  a  note  signed  by  B.  F.  Seymour  and  in¬ 
dorsed  by  A.  H.  Norton  for  $1000,  and  enough  currency  to  make  his  investment  equal  to  the 
student’s  net  credit. 

OFFICE  COURSE.  The  teacher  will  hand  you  TABLET  COURSE.  Take  the  required  cur- 

this  currency.  rency  from  “Community  Cash.” 

Each  partner  is  to  devote  his  entire  time  to  the  business,  and  each  is  to  share  equally  in 
the  gains  and  losses. 

Make  duplicate  articles  of  co-partnership,  signing  both  documents  and  leaving  them 
with  your  teacher,  who  will  sign  for  T.  C.  McBride. 

165.  Write  a  check  favor  (Student)  &  McBride  for  all  cash  you  have  in  bank,  and  de¬ 
posit  to  the  credit  of  the  new  firm  all  checks  you  have  on  hand,  including  your  personal  check 
just  written. 

166.  Call  for  a  bank  statement  and  have  your  personal  account  balanced. 

167.  The  merchandise  ordered  in  Transaction  154  should  now  he  ready  for  delivery. 
Follow  the  instructions  given  in  Transaction  8. 

168.  Send  three  notes  to  your  wholesale  firm  in  payment  of  invoice  just  recorded, 
making  the  amounts  and  terms  of  payment  as  you  stipulated  in  your  order. 

169.  Rent  a  room  on  Seventh  Street  for  a  branch  store,  giving  your  firm  check  for 
one  month’s  rent,  one-half  the  amount  you  are  paying  monthly  for  your  main  store  room. 
Debit  this  outlay  to  Seventh  Street  Branch  Expense.  (7th  St.  Br.  Exp.) 

Proceed  as  in  Transaction  2,  renting  the  property  of  H.  A.  Loomis,  if  a  firm  in  the  Real 
Estate  Office  is  not  designated  as  the  first  party  in  the  lease. 

170.  Engage  C.  E.  Martin  to  take  charge  of  your  Seventh  Street  Branch  at  a  salary  of 
$50  per  month.  Make  a  memorandum  entry  of  this  in  your  journal  without  any  payment. 

171.  Hand  C.  E.  Martin  cash  $25  for  making  change  and  cash  payments  at  the  branch 
store.  Debit  this  in  cash  book  to  “7th  Street  Branch  Cash.’’ 

172.  Preparatory  to  sending  the  following  merchandise  to  the  Seventh  Street  Branch, 
order  the  necessary  items  from  the  local  firms  on  account :  2  each  of  Nos.  87,  38,  41,  and  44; 
3  each  of  Nos.  49,  50,  54,  and  57 ;  and  4  each  of  Nos.  61 ,  62,  65,  and  68. 

173.  Pay  cash  for  drayage  on  the  merchandise  you  received  in  Transaction  167,  esti¬ 
mating  the  same  as  in  Transaction  21. 

Fill  the  orders  that  you  receive  from  class  firms  or  hill  to  the  following  directory  firms: 

174.  Firm  No.  5,  3-49,  on  account. 

175.  Firm  No.  6,  2-37,  4-61,  on  account. 

176.  Firm  No.  8,  3-49,  on  account. 

177.  Firm  No.  9,  2-37,  4-61,  on  account. 

178.  Firm  No.  12,  2-37,  3-49,  4-61,  on  account. 

179.  Ship  the  balance  of  corn  you  have  on  hand  as  a  consignment  to  your  commission 
firm,  freight  unpaid.  Proceed  as  in  previous  consignments. 

180.  Give  your  check  to  Haskell  &  Co.  for  coal  for  heating  your  store  room,  5  tons 
Cu  $7.50,  taking  a  receipted  hill. 

181.  The  merchandise  ordered  of  local  firms  in  Transaction  172  should  now  he  ready 

for  entry. 

182.  Send  the  merchandise  named  in  Transaction  172  to  your  Seventh  Street  Branch, 
handing  hill  of  same  with  the  merchandise  enclosed  in  envelope  to  your  teacher.  Enter 
this  in  sales  journal  “7th  St.  Branch  Mdse.,”  extending  the  amount  in  the  “General  Ledger” 
column.  Read  “Billing  Merchandise”  on  page  13,  with  reference  to  long  hills. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  report  to  your  teacher  for  Sec¬ 
tion  Eleven. 
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Section  Twelve. 

183.  The  Seventh  Street  Branch  reports  cash  sales  $27.25,  cash  paid  for  drayage 
$1.25,  and  for  cleaning  store  $1.75.  Make  Journal  entry,  debiting  “7th  St.  Br.  Cash,”  and 
crediting  “7th  St.  Br.  Mdse.”  for  the  cash  sales  reported.  Debit  “7th  St.  Br.  Mdse.”  for  the 
drayage  and  “7th  St.  Br.  Expense”  for  the  cleaning,  and  credit  “7th  St.  Br.  Cash”  for  the 
payments  reported. 

184.  Preparatory  to  sending  the  following  merchandise  to  the  Seventh  Street  Branch, 
order  the  items  that  you  do  not  have  in  stock  from  the  class  firms  on  account,  3  each  of  39. 
51,  and  63;  2  each  of  40,  52,  and  64;  and  4  each  of  42,  55,  and  66. 

Your  traveling  salesman  reports  orders  for  freight  shipment: 

185.  Firm  No.  13,  1-39,  3-40,  1-42,  on  account. 

186.  Firm  No.  14,  1-51,  3-52,  1-55,  1-63,  on  account. 

187.  Firm  No.  15,  3-63,  3-64,  1-66,  on  account. 

188.  Include  purchases  for  your  branch  store  and  for  your  salesman’s  orders,  in  your 
orders  to  local  firms.  In  making  these  orders,  request  them  each  to  allow  best  cash  dis¬ 
count  and  draw  on  you  on  demand  for  the  net  amount. 

189.  The  merchandise  you  ordered  in  Transaction  160  should  now  be  ready  for  deliv¬ 
ery.  Proceed  as  in  Transaction  8. 

Fill  the  orders  that  you  receive  from  class  firms  or  bill  to  the  following  directory  firms, 
deducting  a  discount  of  five  per  cent  from  each  bill  and  drawing  on  each  firm  at  sight  for 
the  net  amount  of  your  bill.  Deliver  bills  and  merchandise  as  usual  and  leave  the  drafts  at 
bank  for  collection. 

190.  Firm  No.  7,  5-49,  on  terms  named  above. 

191.  Fi  rm  No.  8,  5-37,  5-61,  on  terms  named  above. 

192.  Firm  No.  10,  5-37,  5-49,  5-61,  on  terms  named  above. 

193.  Firm  No.  11,  4-37,  4-49,  7-61,  on  terms  named  above. 

194.  The  merchandise  ordered  of  the  several  firms  in  Transaction  188  should  now  be 
ready  for  entry.  Do  not  pay  the  drafts  that  are  drawn  for  these  invoices  until  instructed  to 
do  so  in  your  routine. 

195.  Make  cash  sales  without  billing,  2-37,  3-49,  3-61. 

196.  Take  out  an  insurance  policy  with  the  College  Insurance  Co.,  for  three  months  on 
the  merchandise  in  your  Seventh  Street  Branch,  for  one-half  the  amount  of  your  policy  re¬ 
ceived  in  Transaction  18,  paying  cash  for  same  at  one-half  of  one  per  cent. 

197.  Order  of  your  wholesale  firm,  on  account,  12-37,  24-49. 

198.  Sell  Maynard  Bros,  the  balance  of  your  rye  at  52  cents  per  bushel,  receiving  a 
check  for  $50,  and  giving  the  change  in  cash. 

OFFICE  COURSE.  Leave  the  merchandise  with-  TABLET  COURSE.  Destroy  the  produce  cards, 

out  billing  and  the  returned  cash  at  the  teacher’s  and  place  the  returned  cash  in  “Community  Cash.” 
desk. 

199.  Send  and  bill  the  merchandise  to  your  branch  store  as  called  for  in  Transaction 

184. 

Bill  and  ship  the  merchandise  ordered  in  Transactions  185,  186,  and  187,  on  the  terms 
named. 

200.  Pay  cash  for  printing  circulars  for  advertising  your  branch  store  $5,  and  for  your 
main  store  $5.25. 

201.  Collect  cash  of  J.  II.  French  for  a  part  of  your  coal  purchased  for  fuel  $7.50, 
which  you  have  sold  to  him  for  accommodation.  Present  a  receipt  for  this  coal,  omitting  in¬ 
voice  and  merchandise. 

202.  Pay  cash  for  drayage  on  the  merchandise  you  received  in  Transaction  189,  esti¬ 
mating  the  same  as  usual. 

203.  The  account  sales  of  your  shipment  of  wheat  in  Transaction  110  should  now  be 
ready  for  entry.  Proceed  as  in  Transaction  156.  Verify  or  compute  the  net  proceeds,  esti- 
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mating  the  wheat  as  sold  at  75  cents  per  bushel,  and  deducting  the  usual  expenses;  net  pro¬ 
ceeds  on  account. 

204.  Give  a  check  for  the  second  month’s  rent  for  your  main  store  room,  at  the  rate 
named  in  your  lease. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  report  to  your  teacher  for  Section 
T  welve. 

Section  Thirteen. 

205.  Rent  a  room  on  Fourth  Ave.  for  another  branch  store,  giving  your  check  for  one 
month’s  rent,  two-fifths  of  the  amount  you  are  paying  monthly  for  your  main  store  room. 
Open  accounts  with  Fourth  Avenue  Branch. 

Proceed  as  in  Transaction  2,  renting  the  property  of  E.  C.  Martin,  if  a  firm  in  the  Real 
Estate  Office  is  not  designated  as  the  first  party  in  the  lease. 

206.  Engage  A.  P.  Jones  to  take  charge  of  your  Fourth  Avenue  Branch  at  a  salary 
of  $45  per  month.  Make  a  journal  memorandum  without  payment.  Hand  Mr..  Jones  cash 
$20  for  making  change  and  for  small  expense  payments  at  the  branch  store. 

Your  branch  stores  recpiire  the  following  merchandise : 

207.  Fourth  Avenue  Branch,  3  each  of  Nos.  43,  45,  46,  47,  48;  2  each  of  Nos.  53, 
56,  58,  59,  60;  and  3  each  of  Nos.  61,  67,  69,  70,  71,  and  72. 

208.  Seventh  Street  Branch,  2  each  of  Nos.  43,  45,  46,  47,  48  ;  3  each  of  Nos.  53,  56, 
58,  59,  60;  and  2  each  of  Nos.  61,  67,  69,  70,  71,  and  72. 

Your  traveling  salesman  reports  orders  for  freight  shipment: 

209.  Firm  No.  16,  1-43,  2-45,  3-46,  on  account. 

210.  Firm  No.  17,  2-47,  1-48,  3-53,  on  account. 

211.  Firm  No.  18,  2-56,  1-59,  2-67,  2-70,  on  account. 

212.  Order  from  the  local  firms  on  account  the  necessary  merchandise  for  the  branch 

stores  and  for  the  salesman’s  orders. 

213.  The  Seventh  Street  Branch  reports  cash  sales,  $57.50 ;  sales  on  account  to  re¬ 
liable  customers,  $17.50;  cash  paid  for  sundry  small  expenses,  $3.25;  and  hands  in  two 
checks  from  customers,  C.  P.  Manderson,  $20,  and  J.  N.  Burke,  $30,  which  you  will  credit 
to  “Seventh  Street  Branch  Cash.  ’ 

OFFICE  COURSE.  You  will  find  these  checks  TABLET  COURSE.  You  will  find  these  checks 

in  your  tablet.  in  your  Local  Form  Pad. 

Fill  the  orders  that  you  receive  from  class  firms  or  bill  to  the  following  directory  firms: 

214.  Firm  No.  2,  6-37,  5-49,  5-61,  on  account. 

215.  Firm  No.  3,  7-37,  6-49,  5-61,  on  account. 

216.  Firm  No.  4,  8-37,  5-49,  7-61,  on  account. 

217.  Firm  No.  5,  7-37,  5-61  ,  on  account. 

218.  Firm  No.  6.  7-49,  on  account. 

219.  Firm  No.  7,  6-37,  7-61,  on  account. 

220.  Firm  No.  9,  8-49,  on  account. 

221.  Get  a  draft  at  bank  for  one-balf  the  amount  you  owe  the  wholesale  firm  on  ac¬ 
count,  not  including  the  invoice  recorded  in  Transaction  189,  giving  your  check  for  the  draft 
and  for  exchange.  Indorse  the  draft  and  send  it  to  your  wholesale  firm  for  credit. 

222.  I  he  merchandise  you  ordered  in  'Transaction  212  should  now  be  ready  for  entry. 

223.  Send  the  required  merchandise  to  your  two  branch  stores,  and  ship  the  merchan¬ 
dise  ordered  in  1  ransactions  209,  210,  and  21 1,  billing  the  same  on  account,  subject  to  a  dis¬ 
count  of  two  per  cent  for  payment  within  five  days. 

224.  Give  a  check  to  your  bank  to  pay  the  four  sight  drafts  that  were  drawn  on  you  by 
local  firms  for  invoices  recorded  in  Transaction  194.  If  any  of  these  firms  failed  to  draw 
drafts  as  requested,  give  checks  to  pay  for  their  invoices,  sending  the  checks  in  the  usual 
manner. 
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225.  Send  a  load  of  coal  from  the  supply  you  purchased  in  Transaction  180,  for  heat¬ 
ing  your  main  store,  to  each  of  your  branch  stores,  estimating  each  load  at  $8,  and  pay¬ 
ing  cash  for  drayage  on  each  load  fifty  cents. 

226.  Your  commission  firm  reports  a  rising  market  for  barley  and  requests  an  early 
consignment. 

Answer  by  telegram,  stating  that  you  will  ship  a  car  load  of  barley  at  once.  Hand  the 
telegram  to  your  teacher  with  fifty  cents’  to  pay  for  sending. 

227.  Ship  all  barley  you  have  on  hand  to  the  commission  firm  to  sell  for  you  on  com¬ 
mission,  prepaying  the  freight  by  check  at  the  rate  of  ten  cents  per  hundred  pounds.  Proceed 
as  in  previous  consignments. 

228.  B.  T.  Hanford  hands  you  a  check  for  $200  signed  by  Perkins  &  Co.,  to  apply  as 
an  indorsement  on  his  note.  Make  entry  of  same  in  your  cash  book  and  bill  book,  and  make 
proper  indorsement  on  the  back  of  the  note. 

229.  Pay  cash  for  screening  and  loading  the  barley,  $5.  No  receipt. 

230.  Indorse  and  deposit  all  checks  on  hand,  and  also  receive  credit  in  your  pass  book 
for  the  proceeds  of  the  drafts  you  left  for  collection  in  Transactions  190,  191,  192,  and  193. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  report  to  your  teacher  for  Section 
Thirteen. 

Section  Fourteen. 

Your  branch  stores  report  as  follows: 

231.  Seventh  Street  Branch,  sales  for  cash,  $32.01;  sales  on  account,  $12.75;  cash  col¬ 
lected  from  persons  on  account  for  sales  previously  reported,  $6.75;  payments  for  expense 
items,  $1.25,  and  for  country  produce  to  be  sold  with  other  merchandise,  $7.50.  This  branch 
store  sends  you  N.  Smith’s  check  for  $28.95  for  credit  of  “Seventh  St.  Branch  Cash.” 

232.  F  ourth  Avenue  Branch,  sales  for  cash,  $27.20;  sales  on  account,  $13.50;  payments 
for  expense  items,  $2.75,  and  for  country  produce  to  be  sold  with  other  merchandise,  $5.25. 
This  branch  store  sends  you  B.  F.  Manning’s  check  for  $19.03  for  credit  of  “Fourth  Ave. 
Branch  Cash.” 

233.  The  F  ourth  Ave.  Br.  requires  the  following  merchandise:  3  each  of  Nos.  37, 
38,  39,  40,  and  42;  2  each  of  Nos.  49,  50,  51,  52,  and  54;  1  each  of  Nos.  (52,  63,  64,  and  66. 

Your  traveling  salesman  reports  orders  for  shipment  by  freight : 

234.  Firm  No.  19,  2-38,  2-40,  1-50,  2-62,  on  account. 

235.  Firm  No.  20,  2-63,  1-64,  3-66,  on  account. 

236.  Firm  No.  21,  2-39,  2-42,  on  account. 

237.  Firm  No.  22,  1-51,  3-52,  1-54,  on  account. 

238.  Order  from  local  firms,  on  account,  the  necessary  merchandise  for  your  branch 
store  and  for  your  salesman’s  orders. 

239.  Your  salesman  reports  that  he  has  collected  $24.50  from  Firm  No.  19,  as  a 
payment  on  account,  after  deducting  two  per  cent  cash  discount,  and  requests  you  to  send  a 
receipt  to  Firm  No.  19  for  the  amount  of  his  credit  including  the  discount. 

Fill  the  orders  that  you  receive  from  class  firms,  or  bill  to  the  following  directory  firms: 

240.  Firm  No.  8,  5-37,  3-49,  4-61,  on  account. 

241.  Firm  No.  10,  5-37,  5-49,  2-61,  on  account. 

242.  Firm  No.  11,  5-37,  3-49,  3-61,  on  account. 

243.  Firm  No.  12,  5-37,  3-49,  3-61,  on  account. 

244.  Firm  No.  13  reports  1-39,  in  your  shipment  in  Transaction  185,  as  unsalable, 
and  requests  credit  for  same  at  the  price  you  billed  to  him.  Give  him  credit  for  same  in  your 
sales  ledger  and  send  him  memorandum  of  credit. 

245.  Report  this  damaged  merchandise  to  the  local  firm  that  sold  it  to  you,  charging  the 
same  to  his  account  in  your  purchase  ledger  and  asking  for  memorandum  of  credit. 

246.  The  merchandise  you  ordered  in  Transaction  197  should  now  be  ready  for  deliv¬ 
ery.  Proceed  as  in  Transaction  8. 
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247.  Firm  No.  11,  to  whom  you  sold  merchandise  in  Transaction  193,  should  have  a 
memo  of  credit  for  1-37  reported  unsalable. 

248.  Draw  on  the  Central  Produce  Co.,  for  the  balance  they  owe  you  on  account, 
making  the  draft  payable  to  the  wholesale  firm  to  whom  you  will  send  the  draft  for  credit. 
Send  the  Central  Produce  Co.  notice  of  draft. 

249.  Order  of  the  wholesale  firm  12-37,  36-19,  12-61,  asking  them  to  bill  same  on 
account. 

250.  The  merchandise  you  ordered  in  Transaction  238  should  now  be  ready  for  entry. 

251.  Send  the  required  merchandise  to  your  Fourth  Ave.  Branch  store,  and  ship  the 
merchandise  ordered  in  Transactions  234,  235,  236,  and  237,  billing  on  the  terms  ordered. 

252.  The  account  sales  of  your  shipment  of  corn  in  Transaction  179  should  now  be 
ready  for  entry.  Proceed  as  in  Transaction  156.  Verify  or  compute  the  net  proceeds,  esti¬ 
mating  the  corn  as  sold  at  42V>  cents  per  bushel  and  deducting  the  usual  expenses;  net  pro¬ 
ceeds  on  account. 

253.  Draw  on  your  commission  firm  at  sight  for  the  amount  of  your  first  note  given 
to  the  wholesale  firm  in  Transaction  168,  and  send  the  draft  to  your  wholesale  firm  in  pay¬ 
ment  of  this  note.  Notify  the  commission  firm  of  the  draft. 

254.  Endorse  and  deposit  all  checks  you  have  on  hand. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  report  to  your  teacher  for  Section 
Fourteen. 


Section  Fifteen. 

Your  branch  stores  report  as  follows: 

255.  Seventh  Street  Branch,  sales  for  cash  $38.19,  sales  on  account  $15.37,  cash  col¬ 
lected  on  accounts  receivable  $7.25;  payments  for  expense  items  $1.50,  salaries  to  date  $25. 
They  send  your  Markham’s  check  for  $16.20  for  credit  of  their  branch  cash  account. 

256.  Fourth  Ave.  Branch,  sales  for  cash  $42.15,  sales  on  account  $18.28,  cash  col¬ 
lected  on  accounts  receivable  $7.50;  payments  for  expense  items  $1.25,  and  for  salaries  to 
date  $10.  They  send  you  Fawcett’s  check  for  $30  for  credit  of  their  branch  cash  account. 

257.  Your  traveling  salesman  reports  expenses  to  date  $17.75,  and  he  also  reports  that 
Firm  No.  18  has  paid  him  cash  on  his  account  $10  less  a  discount  of  2x/2  per  cent.  Charge 
this  cash  to  your  salesman  and  give  him  credit  for  salary  to  date  $37.50. 

258.  Indorse  and  deposit  all  checks  on  hand  and  include  in  the  deposit  $60  in  currency. 

Prove  and  balance  cash,  post  your  ledgers,  prove  vour  purchase  and  sales  ledgers,  and 
take  a  trial  balance. 

Take  inventory  of  your  merchandise  on  hand,  estimating  oats  at  33  cts.  per  bu.,  wheat 
at  62  cts.  per  bu.,  and  other  articles  at  your  quoted  price  less  twenty  per  cent  discount,  adding 
for  freight  twenty-five  cents  per  hundred  pounds  of  the  gross  weight  of  the  articles  that  were 
shipped  to  you  from  the  wholesale  firm.  Inventory  the  barley  shipped 'to  the  Central  Pro¬ 
duce  Co.,  at  an  advance  of  five  cents  per  bushel  above  the  inventory  in  Section  One,  and  also 
add  the  freight  charges  you  paid  on  this  shipment  in  Transaction  227. 

Inventory  your  first  insurance  policy  on  the  main  store  as  one-third  unexpired,  and  the 
second  policy  on  this  store  as  one-half  unexpired.  Inventory  your  chattels  at  90  per  cent  of 
their  cost,  and  your  advertising  space  paid  for  in  Transaction  6  at  one-half  of  its  cost,  and 
one-half  of  the  second  month’s  rent  as  unexpired. 

Inventory  interest  receivable,  as  follows:  Thirty-nine  days’ interest  on  Hanford’s  note 
included  in  your  investment,  before  the  indorsement  in  Transaction  228,  and  six  days’  interest 
on  the  balance  of  the  note  after  deducting  the  indorsement ;  eighteen  days’ interest  on  note 
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signed  by  Wells,  before  the  indorsement  in  Transaction  87,  and  twenty-seven  days’  interest 
on  the  balance  of  the  note  after  deducting  the  indorsement  just  referred  to. 

Your  Seventh  Street  Branch  reports  inventory  of  merchandise  as  given  on  your 
Directory  Card.  Estimate  one-half  of  the  month’s  rent  as  unexpired,  which  you  paid  for  this 
branch  store  in  Transaction  169,  and  nine-tenths  of  the  insurance  premium  you  paid  for  this 
branch  store  in  Transaction  196,  as  unexpired. 

Your  Fourth  Avenue  Branch  reports  inventory  of  merchandise  on  hand  as  given  on 

your  Directory  Card.  Estimate  three-fourths  of  the  month’s  rent  as  unexpirecl,  which  you 
paid  for  this  branch  in  Transaction  205.  > 

Estimate  the  good  will  of  your  business  now  at  $150. 

Make  a  balance  sheet  showing  the  present  worth  of  each  partner,  and  make  special  state¬ 
ments  showing  the  net  gain  or  net  loss  of  each  branch  store  to  date. 

Close  your  general  ledger,  the  same  as  in  Section  Ten. 


Corporation  Accounting 


The  division  of  the  capital  stock  of  a  business  concern  into  equal  shares  provides  a  unit, 
the  share,  for  the  measure  of  the  respective  interests  of  the  investors.  Joint  stock  accounting 
has  to  do  with  the  records  of  these  shares.  A  partnership  may  divide  its  capital  stock  into 
shares  and  become  a  joint  stock  company.  Such  companies  are  regulated  by  the  statutes  of 
the  states  in  which  they  are  located. 

The  capital  stock  of  corporations  conducted  for  pecuniary  gain  is  divided  into  equal  shares. 
These  shares  are  owned  by  the  stockholders,  each  of  whom  has  a  greater  or  less  interest  in  the 
business,  depending  upon  the  number  of  shares  in  his  possession.  The  records  of  the  different 
transactions  affecting  these  shares  are  given  in  this  set.  So  far  as  the  bookkeeping  records  are 
concerned,  the  corporation  accounting  is  identical  with  the  accounting  of  a  joint  stock  company 
which  may  or  may  not  be  incorporated. 

Three  or  more  persons  are  required  to  organize  a  corporation,  the  number  being  determined 
by  the  statutes  of  the  state  where  the  corporation  is  organized.  These  persons  decide  on  the 
kind  of  business  to  be  conducted,  the  amount  of  capital  required,  the  amount  that  each  binds 
himself  to  contribute,  and  the  place  of  business.  Their  action  is  reported  by  their  secretary  to 
the  proper  state  official,  and,  if  all  legal  requirements  are  complied  with,  a  charter  or  license  is 
given  by  state  authority  which  permits  the  organizers  in  the  form  of  a  corporate  person  to  issue 
shares  of  stock,  and  in  exchange  for  these  shares  receive  cash  or  other  property  from  the 
persons  who  are  to  become  stockholders. 

A  stockholder  becomes  such  by  paying  or  obligating  himself  to  pay  for  a  certain  number 
of  shares.  He  may  pay  in  full  or  in  installments  as  the  directors  of  the  company  shall  deter¬ 
mine.  He  may  transfer  his  shares  to  another  person  and  thus  cease  to  be  interested  as  an 
investor  in  the  corporation.  So  long  as  he  retains  his  stock,  he  is  entitled  to  his  proportionate 
amount  of  the  profits  in  dividends,  and  subject  to  his  proportionate  amount  of  assessments, 
should  there  be  any  against  the  stock. 

The  entries  pertaining  to  the  purchase,  transfer,  payment  by  installment,  issuance  and 
retirement  of  stock,  in  their  relation  to  the  individual  stockholders  are  kept  in  a  special  set  of 
books,  separate  from  the  general  books  of  the  business.  From  the  stock  books  the  aggregates 
that  concern  the  general  business  are  carried  to  the  general  books. 

The  BooKs  Used. 

The  Minute  Book,  kept  by  the  secretary,  records  all  meetings  of  the  board  of  directors 
and  the  stockholders.  It  furnishes  official  memoranda  of  all  proceedings,  while  some  of  the 
proceedings  may  also  require  book  entries. 

The  Stock  Journal.  This  important  book  contains  consecutive  entries  of  all  transactions 
pertaining  to  the  stockholders  as  such.  A  corporate  existence  is  expected  to  extend  over 
many  years.  Transfers  of  stock  and  payments  on  stock  may  be  numerous,  and  frequently  the 
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relations  of  stockholders  become  involved.  A  clear,  consecutive  journal  record  is  the  best 
form  of  reference  to  settle  possible  differences  among  stockholders.  The  journal  is  ruled  in  four 
columns,  two  for  the  debits  and  credits  passing  to  the  stock  ledger,  and  two  for  the  debits  and 
credits  derived  therefrom  that  are  carried  to  the  general  books. 

The  Stock  Ledger  contains  a  page  account  with  each  stockholder,  ruled  in  such  a  way 
as  to  show  the  number  of  shares  held  by  each,  the  amount  paid  on  these  shares,  the  transfers, 
etc.  It  is  conveniently  ruled  as  shown  in  the  form  on  page  39. 

The  Installment  Certificate  Book.  When  stock  is  to  be  paid  in  installments,  each 
payment  on  stock  is  receipted  for.  The  special  form  of  receipt  is  called  Installment  Certificate 
or  Installment  Scrip.  The  installment  blanks  are  kept  in  a  book  with  stubs.  Entries  from 
these  stubs  are  journalized  and  posted  to  the  stock  ledger.  When  installment  certificates  are 
issued  to  the  paid  up  or  par  value  of  the  stock,  the  holder  returns  them  and  receives  in  exchange 
certificates  of  stock. 

The  Stock  Certificate  Book.  This  book  is  similar  in  form  to  the  installment  certifi¬ 
cate  book;  certificates  of  stock  are  issued  to  those  who  have  made  full  payment  for  their  shares. 
Journal  entries  are  made  from  the  stub  of  this  book  and  from  thence  are  posted  to  the  stock 
ledger. 

The  Transfer  Book  contains  blank  assignment  forms  to  be  filled  by  stockholders  who 
desire  to  transfer  their  stock  to  other  persons.  Thus,  the  secretary  is  given  authority  to  cancel 
certain  certificates  and  issue  other  certificates  to  other  persons.  Another  method  of  transferring 
stock,  now  commonly  used,  is  to  make  an  assignment  on  the  back  of  the  certificate,  a  blank 
form  for  this  purpose  being  printed  on  the  certificate. 

Other  Forms  Used. 

Articles  of  Incorporation.  The  proposed  incorporators  draw  up  articles  of  incorpora¬ 
tion,  very  much  like  the  constitution  of  a  society,  giving  the  name,  object,  amount  of  capital, 
officers  and  method  of  management,  and  such  restrictions  and  limitations  as  they  desire.  These 
articles  are  recorded  in  their  own  county,  and  also  in  the  capital  of  their  state,  after  which  a 
charter,  or  authority  to  transact  business  is  issued  by  the  state  department.  Certain  kinds  of 
corporations  require  a  charter  to  be  granted  by  special  act  of  the  legislature  of  the  state.  • 

The  Subscription  List  is  the  agreement  between  the  original  incorporators  signed  by 
each.  It  binds  them  to  take  and  pay  for  the  number  of  shares  there  agreed  upon.  If  any 
subscriber  fails  to  fulfill  his  agreement,  this  form  may  be  made  the  basis  of  a  legal  action  to 
compel  him  to  do  so.  See  form  on  page  35. 

Installment  Lists.  These  are  made  out  from  the  stock  ledger  as  installments  are  called 
in  by  the  directors.  Columns  are  provided  for  the  subscriber,  number  of  shares,  amount  of  in¬ 
stallment,  when  paid,  etc.  See  form  on  page  39. 

Care  of  Papers. 

In  the  organization  and  management  of  a  corporation,  certain  forms,  such  as  the  subscrip¬ 
tion  list,  installment  lists,  dividend  lists,  etc.,  may  be  made  on  loose  sheets  of  paper.  Many 
prefer  to  make  them  in  this  way,  as  it  is  difficult  to  find  blank  forms  exactly  suited  to  every 
case.  When  loose  sheets  are  used,  they  should  be  pasted  carefully  in  the  minute  book,  so  that* 
they  may  not  be  mislaid. 

Practice  in  Joint  Stock.  Entries  for  Corporations. 

A  number  of  persons  desiring  to  form  a  corporation  for  the  purpose  of  manufacturing  and 
selling  watches,  hold  a  preliminary  meeting  and  decide  to  incorporate  with  a  capital  of  $400,000. 
A  stock  subscription  list  is  opened  and  signed  by  persons  as  shown  below.  They  agree  thereby 
to  take  the  number  of  shares  set  opposite  their  names. 

The  minutes  of  the  secretary  for  the  first  meeting,  the  subscription  list,  the  minutes  of  the 
second  meeting  and  the  articles  of  incorporation  should  be  copied  by  the  student. 


CORPORATION  ACCOUNTING 


35 


Subscription  List. 

Cedar  Rapids ,  Iozva ,  Feb.  15,  19 go. 

We,  the  undersigned,  hereby  subscribe  for  the  number  of  shares  set  opposite  our  names  in 
the  Union  Watch  Company,  a  corporation  organized  under  the  laws  of  the  State  of  Iozva,  zvith 
an  authorized  capital  of  Four  Hundred  Thousand  Dollars  {$4.00,000) ,  divided  into  four 
thousand  ( 4000 )  shares  of  One  Hunderd  Dollars  {$100)  r  ach ;  and  agree  to  pay  the  calls  made 
ozt  such  stock  as  they  may  be  made  by  the  Directors  of  the  Company. 


Number  of  Shares. 

Amount 

Name 

Residence 

One  thousand . 

$100,000 

- -  , 

Cedar  Rapids,  Iowa. 

Five  hundred . 

50,000 

ii  ii  it 

Five  hundred . 

One  hundred . 

One  hundred . 

50,000 

10,000 

10,000 

— 

a  a  u 

a  a  u 

Marion,  Iowa. 

One  hundred . 

Four  hundred . 

10,000 

40,000 

ii  it 

Iowa  City,  Iowa. 

Two  hundred  and  fifty 

Fifty . 

pj  non 

1^f7?  V.  _  ^ 

Nezv  York  City,  N .  Y 

Chicago,  III. 

5,000 

^ - 

/l  v 

Eighty . 

8,000 

Dubuque,  Iowa. 

Five . 

500 

- - —  ^ 

Des  Moines,  Iozva. 

$308,500 

The  certification  of  this  stock  agreement  by  a  notary  public  is  given  on  page  36. 
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Before  me,  a  Notary  Public  in  and  for  the  County  of  Linn,  State  of  Iowa,  personally  came 
A.  H.  Norton,  C  A.  Hawley,  Joseph  Davis,  Mrs.  D.  M.  Johnston,  C.  C.  Sweeney,  James  Fitz¬ 
patrick,  Duncan  McGregor,  T.  B.  Summers,  John  J.  Gill,  James  Drummond ,  and  Daniel  Bennett, 
the  persons  zvhosc  names  are  hereunto  recorded,  and  who  in  my  personal  presence  voluntarily  signed 
the  same,  as  subscribers  for  stock  in  the  Union  Watch  Company,  to  the  amounts  set  opposite  their 
names  in  the  foregoing  Stock  Subscription  Agreement. 

In  zvitness  zvhereof,  I  have  hereunto  set  my  name  and  the  official  seal  of  my  office,  at  the 
City  of  Cedar  Rapids,  County  of  Linn,  State  of  Iowa,  this  fifteenth  day  of  February,  1900. 

[seal] 


Notary  Public. 

Minutes  of  the  First  Meeting. 

Cedar  Rapids,  Iowa,  Feb.  15,  1900. 

Upon  the  above  date  the  proposed  incorporators  of  the  Union  Watch  Company  held  a 
meeting  at  the  office  of  A.  H.  Norton,  in  the  city  of  Cedar  Rapids,  Iowa,  for  the  purpose  of 
attaching  their  signatures  to  a  Stock  Subscription  List,  and  for  the  purpose  of  taking  steps  for 
the  permanent  and  legal  organization  of  the  company. 

There  were  present  A.  H.  Norton,  Joseph  Davis,  C.  A.  Hawley,  C.  C.  Sweeney,  James 
Fitzpatrick,  Duncan  McGregor,  John  J.  Gill,  and  A.  Student. 

A.  H.  Norton  was  elected  chairman,  and  A.  Student,  secretary.  The  chairman  then  an¬ 
nounced  that  promises  had  been  secured  for  subscription  of  the  stock  of  the  proposed  corpora¬ 
tion  and  he  suggested  that  before  proceeding  further,  the  incorporators  present  attach  their 
signatures  to  the  stock  subscription  list,  and  that  the  same  be  duly  certified  to,  and  made  a 
part  of  the  company  records.  The  suggestion  was  complied  with,  and  subscriptions  of  stock  to 
the  amount  of  Three  hundred  eight  thousand  five  hundred  dollars  ($308,500),  were  duly  signed 
and  certified. 

Moved  by  Mr.  McGregor  that  a  committee  of  three  incorporators  be  appointed  by  the 
chairman  to  prepare  articles  of  incorporation,  said  committee  to  make  its  report  at  a  meeting  to 
be  subsequently  called  by  the  chairman.  The  motion  was  carried  and  the  following  gentle¬ 
men  were  appointed  by  the  chairman  to  serve  on  such  committee:  Duncan  McGregor,  C.  A. 
Hawley,  and  James  Fitzpatrick. 

After  further  informal  discussion  of  the  prospects  and  affairs  of  the  proposed  company,  the 
meeting  was  adjourned  subject  to  the  call  of  the  chairman. 

Approved  Feb.  18,  1900. 

A.  H.  Norton,  President.  A.  Student,  Secretary. 

Minutes  of  the  Second  Meeting. 

Cedar  Rapids,  Iowa,  Feb.  18,  1900. 

Upon  call  of  A.  H.  Norton,  Chairman,  the  proposed  incorporators  of  the  Union  Watch 
Company,  held  a  meeting  at  the  office  of  A.  H.  Norton  to  consider  the  report  of  the  committee 
on  incorporation  appointed  at  last  meeting. 

The  minutes  of  the  previous  meeting  were  read  and  approved. 

Mr.  McGregor,  chairman  of  the  committee,  read  the  articles  of  incorporation  and  moved 
their  adoption.  C.  A.  Hawley  seconded  the  motion.  After  discussion,  the  Articles  of  Incorpora¬ 
tion  hereafter  written  were  unanimously  adopted. 

On  motion  of  James  Fitzpatrick,  seconded  by  C.  C.  Sweeney,  the  secretary  was  directed  to 
see  that  the  Articles  of  Incorporation  be  duly  recorded  by  the  county  recorder  and  secretary 
of  state  and  that  notice  of  same  be  published  as  provided  by  law.  Motion  carried. 

Meeting  adjourned  subject  to  call  of  the  president. 

A.  Student,  Secretary. 

[To  be  approved  at  the  third  meeting.] 
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Articles  of  Incorporation  of  the  Union  Watch  Company, 
of  Cedar  R.apids,  Iowa. 

We,  the  undersigned,  desiring  to  form  ourselves  into  a  body  corporate  under  the  laws  of 
the  state  of  Iowa,  do,  for  this  purpose  adopt  for  our  organization,  and  as  a  basis  for  said  in¬ 
corporation,  the  following  Articles  of  Incorporation: — 

Article  I. 

The  name  of  this  corporation  shall  be  The  Union  Watch  Company  and  its  principal  place 
of  business  shall  be  Cedar  Rapids,  in  the  county  of  Linn,  state  of  Iowa. 

Article  II. 

The  purpose  for  which  this  corporation  is  formed  is  the  manufacture  and  sale  of  watches, 
assembled  and  in  parts,  also  jewelry  and  material  of  similar  construction,  both  wholesale  and 
retail,  also  the  acquisition  of  lands,  buildings,  machinery,  and  such  other  property  as  may  be 
necessary  for  carrying  on  the  said  business,  and  to  do  such  other  acts  as  are  necessary  for  the 
management  of  said  business. 

Article  III. 

The  amount  of  the  capital  stock  of  said  corporation  shall  be  Four  Hundred  Thousand  Dol¬ 
lars  ($400,000)  to  be  divided  into  four  thousand  (4000)  shares  of  One  Hundred  Dollars  ($100) 
each,  the  same  to  be  issued  only  when  paid  for  in  cash  or  its  equivalent. 

Article  IV. 

This  corporation  shall  be  deemed  in  legal  existence  and  its  officers  qualified  to  do  business 
in  its  name  from  and  after  the  filing  of  these  Articles  of  Incorporation,  in  the  office  of  the  Sec¬ 
retary  of  State  for  the  state  of  Iowa,  due  notice  of  the  same  having  been  received  by  the  corpora¬ 
tion  secretary  and  shall  continue  in  existence  thereafter  for  the  period  of  twenty-five  years  un¬ 
less  sooner  legally  dissolved. 

Article  V. 

The  officers  of  this  corporation  shall  comprise  a  President,  a  Vice-President,  a  Secretary,  a 
Treasurer,  a  board  of  five  Directors,  two  of  whom  shall  be  the  President  and  Secretary  of  the 
corporation,  who  shall  serve  as  President  and  Secretary  of  the  Board  of  Directors,  respectively. 
These  officers  shall  be  chosen  at  the  regular  annual  meeting  of  the  corporation  and  their  terms 
of  office  shall  continue  until  their  successors  have  been  chosen  and  qualified. 

The  duties  of  said  officers  shall  be  such  as  may  be  prescribed  by  the  by-laws  of  the  cor¬ 
poration,  to  be  hereafter  adopted  by  said  board  of  directors,  as  hereafter  provided  for. 

Article  VI. 

The  affairs  of  this  corporation,  in  so  far  as  they  are  not  regulated  by  these  articles  of  in¬ 
corporation  or  by  majority  vote  of  the  incorporators  at  any  legal  meeting,  shall  be  under  con¬ 
trol  of  the  board  of  directors,  who  shall  hold  meetings,  adopt  by-laws,  and  take  such  action 
relative  to  the  affairs  of  the  company,  as  may  seem  to  them  advisable. 

Article  VII. 

The  regular  annual  meetings  of  this  corporation  shall  occur  on  the  second  Tuesday  in 
January  of  each  year,  at  such  place  and  hour  as  may  from  time  to  time  be  designated  by  the 
board  of  directors.  Until  the  occurrence  of  the  first  annual  meeting  on  the  second  Tuesday  of 
January,  1901,  the  following  persons  are  hereby  elected  to  serve  in  the  offices  designated: — 

President — A.  H.  Norton. 

Vice-President — Duncan  McGregor. 

Secretary — A.  Student. 

Treasurer — Joseph  Davis. 

Directors — A.  H.  Norton,  T.  B.  Summers,  Joseph  Davis,  Duncan  McGregor,  A.  Student. 
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Article  VIII. 

The  greatest  amount  of  indebtedness  for  which  this  corporation  shall  make  itself  liable, 
shall  not  at  any  time  exceed  two-thirds  of  the  capital  stock. 


Article  IX. 


These  articles  of  incorporation  may  be  amended  at  any  regular  meeting  or  at  any  meeting 
called  for  that  purpose,  by  a  two-thirds  majority  of  all  stock  voted. 

Witness  our  hands  this  18th  day  of  February,  1900. 


A.  H.  Norton, 

C.  A  Hawley, 
James  Fitzpatrick, 
T.  B.  Summers, 


Joseph  Davis, 

Mrs,  D.  M.  Johnston, 
John  J.  Gill, 

Daniel  Bennett, 


C.  C.  Sweeney, 
Duncan  McGregor, 
James  Drummond. 


STATE  OF  Iowa  ) 

y  ss 

County  of _ Linn _ \  "  On  this  18  day  of _ February , _ 19  00 

before  me,  a  Notary  Public  jH  and  for  said  County  personally  appeared _ A.  H.  Norton, 


C.  A.  Hawlev .  James  Fitzpatrick,  T.  B.  Summers,  Joseph  Davis ,  Mrs.  D.  M.  Johnston,  JohnJ.  Gill, 


Daniel  Bennett,  C.  C.  Sweeney,  Duncan  McGregor,  and  James  Drummond 

known  to  me  to  be  the  persons  named  in  and  who  executed  the  foregoing  instrument,  and  severally 
acknowledge  that  they  executed  the  same  freely  and  voluntarily,  and  for  the  intents  and  purposes 
therein  contained  and  mentioned. 


John  J.  Garton 

Notary  Public. 


The  above  forms  are  representative  of  the  secretary’s  records.  In  the  following  work,  attention 
will  be  directed,  principally,  to  the  entries  involved  in  the  issuance,  transfer  and  sale  of  stock,  dividends, 
assessments,  etc. 

March  1,  1900. 

By  referring  to  subscription  list,  it  will  be  found  that  of  the  authorized  capital  stock  of 
$400,000,  there  has  been  subscribed  $308,500,  leaving  $91,500  not  definitely  placed.  An  ac¬ 
count  should  be  opened  with  Unsubscribed  Stock  to  be  charged  with  the  amount  not  placed, 
and  credited  as  other  subscriptions  are  received.  Three  general  ledger  accounts  will  be  in¬ 
volved  in  the  opening  entry. 

StocK  Journal  Entry. 
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Open  accounts  with  the  subscribers  in  the  stock  ledger  giving  one-third  of  a  page  to  each. 
As  no  payments  have  been  made,  no  entries  are  to  be  posted,  but  in  the  explanatory  space  of  each 
account  enter  in  memorandum  from  the  subscription  list  the  number  of  shares  subscribed  for  by 
each  as  shown  below. 

Stock  Ledger  Account. 
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The  above  stock  ledger  account  credits  A.  H.  Norton  with  1000  shares  of  stock  on  which  nothing 
has  been  paid.  As  payments  are  made,  the  amount  actually  paid  in  should  show  in  the  balance 
column.  As  each  subsequent  entry  is  made,  the  number  of  shares  should  be  brought  down  showing 
at  a  glance  the  number  of  shares  held  and  their  paid  up  value. 

March  5,  1900. 


The  board  of  directors  of  the  Union  Watch  Co.  order  a  first  installment  of  25  per  cent  of 
the  subscription  paid  in.  Prepare  installment  list  No.  1  as  shown  below,  with  exception  of 
payment  column  which  is  to  be  filled  in  when  payments  are  made. 
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The  installments  of  A.  H.  Norton,  Duncan  McGregor  and  C.  C.  Sweeney  are  paid  In  cash. 
Mark  the  payments  in  installment  list  and  issue  installment  script  or  certificates  ;o  each  as 
shown  in  model  below. 

Installment  Certificate. 


INSTALLMENT  CERTIFICATE 

< 

. . . 

_ 

.. cntNo _ _ 

Per  Cent . . 

No.  of  Shares/.# A.  A.... 

Amount.  /?.*?... 

Received  the  attached  Certificate 

. . . 


*^J~aa/7  -- 


:  k 
:  u 
:  < 
:  w 
♦ 

:  ® 

♦  o 

:  - 

:  * 

«  in 

♦  id 

i  * 

:  < 

:  i 

♦  <n 


Amount.  $- 


Installment  Certificate  No.aL. 

...Issued  by... 


#  Shares. 


THE  UNION  WATCH  COMPANY 

This  Certifies  That.. 


.190(2... 


hasSF^e&'crciil  in  the  treasury  of  this  Company  the  sum  of 

s  ,:_rr  /r  S/x  — : - - - - dollars . 

the  same  being  Ike^yhf^nsTallment  of cZyffper  cent  nf/ 00  0 shores  Hue  lin/J 

This  Certificate  is  tr 
his  lawful  representative. 


IN  EVIDENCE  WHEREOF  we’have  duly  affixed  our  signatures  and  the  corporate  seal 

-lsfom 


CE  WHEREOF  we  he 

his 


„ _ Secretary. 


President. 


As  the  certificates  will  not  be  used  in  this  set,  we  will  give  in  the  historical  memoranda 
the  data  for  each  certificate  for  entry  in  the  stock  journal  and  stock  ledger.  Installment  certifi¬ 
cates  have  been  issued  as  follows:  No.  i  to  A.  H.  Norton  for  #25,000,  No.  2  to  C.  C.  Sweeney 
for  #2.500,  No.  3  to  Duncan  McGregor  for  #10,000. 

Make  these  entries  in  journal  as  shown  below: — 


Stock  Journal  Entry. 
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The  student  need  not  post  the  entries  to  the  general  ledger,  as  they  do  not  now  concern 
the  work  before  us.  Post  the  credits  to  stock  ledger  accounts.  The  first  payment,  A.  H.  Nor¬ 
ton,  is  posted  to  his  stock  account  as  per  second  entry  in  form  below: — 


Stock  Ledger  Account. 
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March  7,  1900. 

C.  A.  Hawley,  Joseph  Davis,  James  Fitzpatrick  and  Daniel  Bennett  each  pays  cash  for  his 
first  installment,  receiving  certificates  Nos.  4,  5,6,  and  7  in  the  order  given. 

Mark  date  of  payment  on  installment  list,  journalize,  and  post  to  stock  ledger. 

The  directors  decide  to  require  6  per  cent  interest  added  to  the  amount  of  all  the  first  in¬ 
stallments  paid  after  March  10. 

March  27,  1900. 

John  J.  Gill  and  James  Drummond  each  pay  their  first  installments  with  interest  from 
March  10  to  March  27  at  6  per  cent,  receiving  certificates  Nos.  8  and  9.  T.  B.  Summers  pays 
$ 3000  of  his  assessment,  agreeing  to  pay  the  remainder  next  week,  receiving  certificate  No.  10. 

The  interest  credited  will  not  be  entered  in  the  certificate  of  installment.  T.  B.  Summers’  inter¬ 
est  will  not  be  computed  until  he  pays  the  remainder  of  his  installment.  Entries  as  below. 


Stock  Journal  Entry. 
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March  30,  1900. 

The  remaining  two  subscribers  have  paid  the  firs:  installment  in  full  together  with  interest 
on  deferred  payment  from  March  IO,  at  6  per  cent,  Summers  receiving  certificate  No.  11  and 
Mrs.  Johnston  receiving  certificate  No.  12. 

In  computing  interest  on  Summers’s  deferred  payments,  estimate  interest  on  $5250  from  March  10 
to  March  27,  and  on  $3250  from  March  27  to  March  30. 

April  1900. 

Of  the  unsubscribed  stock,  J.  B.  Caldwell  has  subscribed  for  300  shares  and  C.  S.  Ben¬ 
nington  for  50  shares,  each  paying  the  first  installment  of  25  per  cent  with  interest  on  same 
at  6  per  cent  from  March  10.  Their  subscriptions  are  subject  to  subsequent  calls  for  install¬ 
ments  the  same  as  other  shares.  Caldwell  receives  certificate  No.  13  and  Bennington  No.  14. 

This  transaction  requires  entry  in  installment  list  No.  1,  and  in  stock  journal. 

Subscriptions  should  be  charged  and  Unsubscribed  Stock  credited  with  face  of  stock ;  afterward,  charge 
Cash  and  credit  Subscriptions  and  Interest. 

March  1,  1901. 

The  board  of  directors  called  a  second  installment  of  10  per  cent  of  all  stock  subscribed. 
Make  out  installment  list  No.  2.  Interest  at  6  per  cent  per  annum  is  ordered  collected  on  all 
payments  made  after  March  5,  interest  dating  from  March  1.  In  computing  interest,  count 
exact  days. 

Cash  is  received  in  full  of  second  installments  from  Joseph  Davis,  A.  IT.  Norton,  James 
Fitzpatrick,  T.  B.  Summers,  and  C.  S.  Bennington,  and  certificates  Nos.  15,  16,  17,  18,  and 
19  are  issued  in  the  order  given. 

Mark  date  of  payment  on  installment  list,  journalize,  and  enter  in  stock  ledger. 
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March  3,  1901. 

C.  A.  Hawley,  Daniel  Bennett,  and  J.  B.  Caldwell  pay  their  second  installment  in  cash, 
receiving  certificates  Nos.  20,  21,  and  22.  John  J.  Gill  pays  one-half  of  his  second  installment, 
receiving  certificate  No.  23,  and  James  Drummond  pays  $500  to  apply  on  his  second  install¬ 
ment,  receiving  certificate  No.  24. 

Enter  carefully  in  installment  list,  as  it  is  from  this  list  that  partial  payments  are  to  be  collected. 
Journalize  and  post  to  stock  ledger. 

March  15,  1901. 

Mrs.  D.  M.  Johnston  and  C.  C.  Sweeney  pay  their  second  installment  with  6  per  cent  from 
March  1,  receiving  certificates  Nos.  25  and  26. 

April  4,  1901. 

Duncan  McGregor  pays  his  full  installment  and  John  J.  Gill  and  James  Drummond  pay 
the  balance  of  their  installments  with  interest  at  6  per  cent  from  March  1,  receiving  certificates 
Nos.  27,  28,  and  29. 

August  1,  1901. 

James  Fitzpatrick  has  transferred  his  installment  certificates  to  Duncan  McGregor,  who 
assumes  payment  of  future  calls. 

All  transfers  of  installments  or  stock  certificates  should  be  made  “on  the  books  of  the  com¬ 
pany;”  i.  e.:  a  provision  in  the  certificate  should  require  the  stockholder  who  transfers  stock  to  sur¬ 
render  his  certificates  with  assignment  directing  the  secretary  to  reissue  certificates  to  transferee. 
Assuming  that  James  Fitzpatrick’s  certificates  Nos.  6  and  17  have  been  surrendered  and  can¬ 
celled,  they  should  be  attached  to  the  original  stubs,  and  a  new  certificate,  No.  30,  should  be 
issued  to  Duncan  McGregor.  The  journal  entry  for  this  transaction  does  not  pass  to  the 
general  books.  The  debit,  when  posted,  will  close  James  Fitzpatrick’s  account  on  the  stock 
ledger,  and  the  credit,  when  posted,  will  show  Duncan  McGregor  in  possession  of  500 
shares,  with  a  credit  balance  of  $17,500. 

StocK  Journal  E-ntry. 
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August  15,  1901. 

C.  S.  Bennington  transfers  ten  shares  of  his  partly  paid  stock  to  Duncan  McGregor. 

C.  S.  Bennington  must  surrender  his  certificate  calling  for  fifty  shares  and  have  two  new 
certificates  showing  35  per  cent  paid;  certificate  No.  31  for  ten  shares  to  Duncan  McGregor, 
and  No.  32  for  forty  shares  to  himself.  In  making  the  journal  entry,  post  ten  shares  to  debit  of 
Bennington  and  credit  of  McGregor.  Refer  to  the  certificate  numbers  of  the  entire  transaction. 

September  15,  1901. 

Duncan  McGregor  purchases  the  entire  eighty  shares  of  James  Drummond,  the  transfer 
being  made  in  regular  form  on  the  books.  McGregor  receives  certificate  No.  33. 

March  1,  1902. 

The  remaining  65  per  cent  of  subscription  is  called  in. 

Make  out  installment  list  No.  3  from  the  stock  ledger. 

A.  H.  Norton  hands  a  check  in  payment  of  his  final  installment,  $65,000. 

Upon  a  surrender  of  the  installment  certificates  previously  issued,  which  are  cancelled  and 
attached  to  the  original  stubs,  a  certificate  of  stock  No.  1  is  made  out,  as  shown  on  following 
page. 


CORPORATION  ACCOUNTING 


43 


Certificate  No  -  / - 

Share*. 


FROM  WHOM  TRANSFERRED 


No  0ngmal  1 

1  No.  Original 

I  No.  of  Shares 

Certificate 

Shares 

Transferred 

Certificate  of  Stock. 

THE  UNION  WATCH  COMPANY 

AT  ATE  OF  IOWA 

CAPITAL  STOCK  $400,000 
this  Certifies  That 
is  the  owner  ot  A 


Shares  of  the  Capital  Stock 


Received  Certificate  No/- - - 

'  ee.  a  nr.  ,n. 

_ C/t  A’  -t . n.0C/ 


3f  THE  UfillOfil  WATCH  COMPANY 

kj  lull)  paid  transferable  only  on  the  Books  of  the  Corporation,  by  him  or  his  attorney,  upon  sur- 
■,(  render  of  this  Certificate 

In  Witness  Whereof  the  officers  of  this  Corporation  have  hereunto  subscribed  their 
names  and  caused  the  corporate  Seal  to  be  hereto  affixed  at  cedar  K-apids.  iowa.  £ 


Enter  in  stock  journal  the  payment  of  the  last  installment  referring  to  the  installment 
certificate  numbers  and  the  number  of  the  stock  certificate.  This  installment  when  posted  to 
the  ledger  will  show  A.  H.  Norton’s  account  credited  with  1000  shares  on  which  $100,000, 
or  par  value,  has  been  paid. 

March  2,  1902. 

C.  A.  Hawley,  Mrs.  D.  M.  Johnston,  C.  C.  Sweeney,  Duncan  McGregor,  and  Daniel 
Bennett  each  pay  their  last  installment  in  cash  and  receive  certificates  of  stock  Nos.  2,  3,  4, 
5,  and  6  in  the  order  given. 

June  2,  1902. 

Joseph  Davis,  T.  B.  Summers,  and  J.  B.  Caldwell  pay  their  third  installment  with  inter¬ 
est  at  6  per  cent  from  March  1,  receiving  certificates  of  stock  Nos.  7,  8,  and  9,  in  the  order 
given. 

June  23,  1902. 

John  J.  Gill  and  C.  S.  Bennington  are  unable  to  make  any  further  payments  on  stock 
account.  John  J.  Gill  returns  his  installment  certificates  as  forfeited  and  the  company  pays 
him  cash  for  the  amount  to  his  credit  on  stock  account.  (Charge  Unsubscribed  Stock,  credit 
Cash.)  C.  S.  Bennington  takes  paid  up  shares  at  par  for  the  amount  to  his  credit  on  in¬ 
stallments,  receiving  stock  certificate  No.  10,  and  the  balance  of  his  stock  is  returned  to  the 
Unsubscribed  Stock  account. 

In  order  to  show  the  relation  of  the  general  books  to  the  stock  books,  the  student  may 
use  the  last  page  of  his  blank  for  a  general  ledger,  opening  accounts  with  Capital  Stock  (9 
lines),  Subscription  (17  lines),  and  Unsubscribed  Stock  (6  lines).  Post  from  the  general 
columns  to  these  accounts. 

Having  posted,  the  Subscription  account  should  be  in  balance,  showing  that  all  subscrip¬ 
tions  have  been  paid.  The  Unsubscribed  Stock  account  shows  a  number  of  shares  unsold. 
Deducting  the  number  of  shares  unsold  from  the  credit  to  Capital  Stock  the  difference  should 
equal  the  list  of  credits  to  stockholders  found  in  stock  ledger.  Take  a  list  of  credit  balances 
in  the  stock  ledger  and  compare  the  total  with  this  amount. 

August  1,  1902. 

The  corporation  purchases  of  W.  C.  Estes  real  estate  at  a  valuation  of  $76,400.  Mr. 
Estes  takes  in  payment  all  unsubscribed  stock  at  no  and  cash  for  the  remainder. 

Stock  certificate  No.  1 1  is  issued.  Debit  Real  Estate ;  credit  Unsubscribed  Stock,  Loss 
and  Gain,  and  Cash. 

Open  an  account  with  W.  C.  Estes  in  the  stock  ledger. 

March  I,  1903. 

The  general  books  show  an  undivided  profit  of  over  $40,000.  It  is  decided  to  pay  a  divi¬ 
dend  of  10  per  cent  on  all  stock.  Make  a  dividend  list  from  the  stockholders’  accounts,  as 
shown  in  the  stock  ledger.  This  can  be  ruled  on  a  sheet  of  paper  as  per  form  on  page  44. 
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Dividend  No.  1  of  10  Per  Cent  Declared  March  1,  1903. 


N am e  of  Stockholders 

No.  OF 
Shares 

Amount  of 
Dividend 

Date  of 
Payment 

Signature 

si.  11  Norton . 

1000 

10000 

Mar. 

2 

C.  A.  Hawley ,  . 

500  j 

1 

SOOO 

if  a  dividend  book  is  not  kept,  the  dividend  list  is  usually  pasted  in  the  minute  book.  The 
m.-niorandurn  entry  only  is  required  in  the  stock  journal,  as  the  payments  do  not  affect  the 
'-tockholdeis’  accounts.  Entries  for  the  cash  dividends  are  made  in  the  general  hooks. 

March  1,  1905. 

The  profits  of  this  concern,  which  have  been  undivided  since  last  dividend,  now  amount 
to  over  $400,000.  The  board  of  directors  have  previously  obtained  authority  to  increase  the 
capital  stock  to  $1,000,000.  They  vote  to  issue  stock  dividends  to  each  of  the  stockholders 
for  an  amount  equal  to  his  present  stock  holdings ;  $200,000  of  the  new  stock  is  to  be  held  for 
sale.  The  issue  of  $200,000  is  to  be  preferred  stock  on  which  is  guaranteed  an  annual 
cumulative  dividend  of  8  per  cent.  Any  profits  in  addition  to  the  8  per  cent  on  preferred 
stock  are  td  be  distributed  in  stock  dividends  to  the  present  stockholders,  whose  shares  will  be 
termed  “common  stock”  in  distinction  from  the  preferred  stock  just  provided  for.  Certificates 
of  common  stock  are  issued  to  the  stockholders  for  stock  dividends  as  follows:  A.  H.  Nor¬ 
ton  No.  12,  C.  A.  Hawley  No.  13,  Joseph  Davis  No.  14,  Mrs.  D.  M.  Johnston  No.  15,  C.  C. 
Sweeney  No.  16,  Duncan  McGregor  No.  17,  Daniel  Bennett  No.  18,  T.  B.  Summers  No.  19, 
J.  B.  Caldwell  No.  20,  C.  S.  Bennington  No.  21,  and  W.  C.  Estes  No.  22. 

Debit  Loss  and  Gain  and  Unsubscribed  Stock  Preferred.  The  general  ledger  title,  Capital  Stock,  should 
be  changed  to  “Capital  Stock,  Common,”  and  a  new  account  opened  with  “Capital  Stock,  Preferred,”  on  the 
fifth  line  below.  Post  to  stock  ledger. 

Many  business  corporations,  in  order  to  attract  capital  to  conduct  their  business,  issue  pre- 
feried  stock.  This  stock  is  subject  to  special  contract  which  gives  the  holder  a  preference 
over  other  stockholders.  Usually  provision  is  made  that  the  preferred  stockholder  shall 
receive  a  certain  per  cent  dividend  annually  whether  the  holder  of  common  stock  receives  any 
dividend  or  not.  Frequently  provision  is  made  for  a  Cumulative  Dividend,  or  a  dividend  pay¬ 
ment  to  include  all  payments  that  have  been  passed  on  account  of  no  profits  earned  at  previous 
dividend  days.  When  the  specified  dividends  are  paid  to  the  holders  of  preferred  stock,  the 
remaining  profits  are  paid  to  the  holders  of  common  stock.  The  dividends  on  the  common 
stock  may  be  greater  or  less  than  on  the  preferred  stock. 

February  1,  1906. 

The  following  stockholders  transfer  their  certificates  to  Duncan  McGregor:  T.  B.  Sum¬ 
mers,  certificates  Nos.  8  and  19;  Daniel  Bennett,  certificates  Nos.  6  and  18;  and  J.  B.  Caldwell, 
certificates  Nos.  9  and  20.  McGregor  receives  certificate  of  common  stock  No.  23  in  place  ot 
the  six  certificates  that  are  surrendered. 

W.  C.  Estes  surrenders  certificates  Nos.  11  and  22,  transferring  one  thousand  shares  of 
his  common  stock  to  A.  H.  Norton  who  receives  certificate  No.  24,  and  taking  new  certificate 
No.  25  for  the  balance. 

March  1,  1906. 

The  preferred  unsubscribed  stock  is  sold  today  at  103  to  the  following  persons  for  cash: 

A.  H.  Norton  1000  shares — Preferred  certificate  No.  1. 

David  Fackler  100  shares — Preferred  certificate  No.  2 

M.  Harrington  50  shares— Preferred  certificate  No.  3. 

The  premium  in  above  sales  is  credited  to  Loss  and  Gain.  A  separate  stock  ledger  should  be  provided 
for  preferred  stock.  In  this  practice  set,  pages  22  and  23  of  the  stock  ledger  should  be  used  for  preferred 
stockholders. 
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State  of  Iowa.  UNION  WATCH  COIVIPANY  Certificate  No.  1 

CAPITAL  STOCK  $1,000,000.  Preferred  Issue  of  March  1,  1905,  $200,000. 

THIS  CERTIFIES  that _  A.  H.  Norton 

is  the  owner  of _ One  Thousand _ Shares  of  preferred  stock  of  the  Union 

Watch  Company  of  the  par  value  of  One  Hundred  Dollars  per  share,  fully  paid  and  non¬ 
assessable,  transferable  only  on  the  books  of  the  company,  in  person  or  by  attorney  in  fact 
on  surrender  of  this  certificate  properly  endorsed. 

An  accumulated  dividend  of  eight  per  cent  from  date  of  this  certificate  payable  annually  on 
the  first  of  March  on  preferred  stock  of  this  corporation,  shall  be  paid  from  its  net  earnings 
before  any  dividend  shall  be  declared  or  paid  on  the  common  stock,  and  in  case  of  non-payment 
of  any  such  dividend  the  portion  unpaid  shall  be  a  charge  against  the  earnings  of  said  company 
which  shall  be  paid  prior  to  any  dividends  upon  the  common  stock. 

Any  profits  in  excess  of  said  annual  eight  per  cent  shall  accrue  to  the  common  stock  ac¬ 
cording  to  the  holdings  thereof. 

IN  WITNESS  WHEREOF  the  officers  of  this  corporation  have  hereunto  sub¬ 
scribed  their  names  and  caused  the  corporate  Seal  to  be  hereto  affixed  at  Cedar  Rapids, 
Iowa,  this _ lli _ day  of _ March _ |  Q  06 

|  seal  |  _ A ■  Student _ Secretary.  _ A.  H.  Norton _ President. 


January  1,  1907. 

The  remaining  shares  of  unsubscribed  stock  preferred  are  purchased  by  Duncan  Mc¬ 
Gregor  at  103  for  cash,  who  receives  preferred  certificate  No.  4. 

March  1,  1907. 

The  undivided  profits  in  treasury,  amounting  to  $170,333.33,  are  to  be  distributed  as 

dividends  to  stockholders.  The  preferred  stock  receives  a  dividend  as  per  terms  in  the  pre¬ 
ferred  stock  certificates,  the  remaining  profits  are  distributed  to  the  holders  of  common  stock. 

Take  lists  of  stockholders’  accounts  and  compare  the  totals  with  the  capital  stock,  com¬ 
mon  and  preferred.  If  correct,  make  out  two  dividend  lists  showing  in  the  preferred  list  the 
time  since  the  issue  of  each  certificate. 

Questions  on  Corporation  Accounting. 

1.  What  is  meant  by  shares  of  stock? 

2.  Define  joint  stock  accounting. 

3.  Name  the  general  procedure  in  organizing  a  corporation. 

4.  From  what  authority  is  the  charter,  certificate,  or  license  of  a  corporation  received? 

3.  I  low  does  a  stockholder  become  such? 

6.  Name  the  three  principal  books  of  record  and  account  in  a  corporation. 

7.  Describe  the  minute  book;  the  stock  journal;  the  stock  ledger. 

8.  What  is  an  installment  certificate  or  installment  scrip? 

9.  What  is  a  stock  certificate? 

10.  Mention  the  general  differences  between  preferred  and  common  stock. 

1 1.  How  is  stock  transferred  from  one  holder  to  another? 

12.  What  are  the  articles  of  incorporation? 

13.  What  is  a  subscription  list?  installment  list?  dividend  list?  assessment  list? 

14.  How  can  subscribers  be  compelled  to  pay  their  installments? 

1  5.  Where  are  articles  of  incorporation  recorded? 

16.  How  are  general  ledger  accounts  posted  from  the  stock  journal? 

17.  How  are  stock  ledger  entries  posted  from  the  stock  journal?  ,, 

18.  How  is  the  posting  to  the  stock  ledger  verified? 

19.  Does  a  dividend  payment  involve  a  stock  ledger,  or  a  general  ledger  entry? 

20.  Explain  the  following  general  ledger  accounts:  Capital  Stock,  Subscription,  Unsub¬ 

scribed  Stock. 


Corporation  Business  Practice 


It  is  desired  to  continue  the  wholesaling-  business  of  the  Community  Business  Practice, 
changing  the  firm  to  a  corporation  to  be  known  as  “The  Student  (your  name)  Mercantile 
Co.,'  with  a  capital  stock  of  four  thousand  dollars  in  excess  of  the  even  thousands  of  the 
firm's  net  worth  as  shown  in  their  balance  sheet  at  the  close  of  Section  Fifteen.  The  follow¬ 
ing  subscriptions  have  been  agreed  upon  : 

The  student  subscribes  the  even  hundreds  of  his  present  worth. 

T.  C.  McBride  subscribes  the  even  hundreds  of  his  present  worth. 


Firm  No.  2  subscribes . $1000 

Firm  No.  3  subscribes .  1000 


The  balance  of  the  authorized  capital  will  he  held  for  future  subscriptions. 

ILLUSTRATION.  Assuming  that  the  student's  present  worth  is  $4313.24,  and  Mc¬ 
Bride’s  present  worth  is  $4313.24,  the  authorized  capital  of  the  new  corporation  will  be 
$12,000,  the  student  and  McBride  each  subscribing  $4300  and  leaving  $1400  of  stock  unsub¬ 
scribed. 

If  the  student  is  called  on  by  other  students  in  the  local  business  circle  to  subscribe  for  stock  in  their  cor¬ 
porations,  lie  can  borrow  money  of  the  teacher  for  such  investments  on  his  own  personal  note  due  on  demand. 
Such  transactions,  being  purely  personal,  should  not  be  entered  in  the  corporation  books. 

FIRST  MEETING.  Call  a  preliminary  meeting  of  the  persons  that  are  to  take  stock 
in  the  new  corporation,  and  elect  T.  C.  McBride  (represented  by  the  teacher)  as  chairman, 
and  the  student  as  secretary.  Draw  up  a  subscription  list  as  agreed  upon  above,  following 
the  form  given  on  page  35. 

If  Firms  2  and  3  are  not  represented  by  students  in  the  local  circle,  these  firms  can  be  represented  by 
firms  in  the  Sales  Ledger  circle  at  the  Commercial  Exchange. 

Flave  a  committee  appointed  with  the  student  as  chairman,  to  prepare  Articles  of  Incor¬ 
poration,  following  the  form  given  on  pages  37  and  38.  In  Article  II  state  the  purpose  to  buy 
and  sell  merchandise  and  real  estate.  Make  the  date  of  the  annual  meeting  the  first  Monday 
of  the  succeeding  month.  Copy  the  minutes  of  the  first  meeting  in  your  minute  book. 

SECOND  MEETING.  Call  a  second  meeting  of  the  proposed  stockholders  and  have 
the  minutes  of  the  first  meeting  read  and  approved  and  properly  signed.  (See  model  on 
page  36.) 

Read  the  Articles  of  Incorporation  and  have  them  adopted  by  the  stockholders  and 
acknowledged  by  a  notary  public. 

The  student  should  copy  the  Articles  of  Incorporation  as  a  part  of  the  minutes  of  the  sec¬ 
ond  meeting  and  have  the  articles  recorded  by  the  county  recorder  and  the  secretary  of  state. 
He  should  also  prepare  a  proper  notice  for  publication. 

THIRD  MEETING.  Call  a  third  meeting  of  the  proposed  stockholders  to  elect  officers 
and  directors,  assuming  that  the  Articles  of  Incorporation  have  been  returned  bv  the  secre¬ 
tary  of  state  with  authority  to  begin  business. 

Read  the  minutes  of  the  second  meeting,  including  the  copy  of  the  Articles  of  Incorpora¬ 
tion,  and  after  approval  by  the  stockholders  have  them  signed  by  the  president  and  secretary. 

Elect  a  board  of  directors  of  the  company,  consisting  of  the  teacher,  representing  T.  C. 
McBride,  the  student,  and  the  other  two  subscribers. 

Elect  the  following  officers  for  the  company,  whose  term  of  office  shall  continue  until 
the  next  annual  meeting,  when  their  successors  shall  be  elected  and  qualified: 

T.  C.  McBride — President. 

Firm  No.  2 — Vice-President. 

The  Student — Secretary  and  Treasurer. 

Copy  your  minutes  in  the  minute  book,  ready  for  approval  at  the  next  meeting. 
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FOURTH  MEETING.  Call  a  fourth  meeting  of  the  stockholders  to  take  action  on  the 
transfer  of  the  partnership  business  to  the  corporation. 

Read  the  minutes  of  the  third  meeting  and  have  them  approved  and  signed. 

Have  a  motion  passed  allowing  the  student  the  amount  of  his  subscription  and  T.  C. 
McBride  the  amount  of  his  subscription  for  their  present  interest  in  the  partnership  business 
less  the  excess  of  their  present  worth  over  the  amount  subscribed. 

Have  a  motion  passed  allowing  the  student  a  salary  of  $50  per  week  for  managing  the 
business. 

Copy  your  minutes  in  the  minute  book  as  usual,  ready  for  approval  at  the  next  meeting. 

Section  Sixteen. 

259.  Issue  certificates  of  stock  to  each  subscriber  for  the  amount  of  his  subscription, 
collecting  cash  from  Firms  Nos.  2  and  3  for  the  part  value  of  their  stock. 

The  student  will  draw  a  check  in  his  own  favor  for  the  excess  of  his  net  worth  in  the 
partnership  business  over  the  par  value  of  his  shares,  and  a  check  favor  T.  C.  McBride  for  the 
excess  of  his  net  worth  over  the  par  value  of  his  shares,  handing  McBride’s  check  to  the 
teacher. 

The  student  will  transfer  the  bank  balance  of  the  old  firm  by  writing  a  check  in  favor  of 

the  new  firm  for  the  balance  now  in  bank.  This  check  should  be  indorsed  and  deposited  to 

the  credit  of  the  new  firm,  together  with  the  cash  or  checks  received  from  the  other  stock¬ 
holders. 

The  student  should  receive  a  bank  statement  with  all  canceled  checks  that  were  issued 

by  the  old  firm.  These  returned  checks  should  he  compared  with  his  cash  book  entries  and 

should  be  filed  away  as  vouchers. 

260.  Your  Fourth  Avenue  Branch  requires  the  following  merchandise:  2-41,  2-44, 
2-57,  3-65.  2-68,  2-37,  1-49,  2-61,  3-55. 

Your  traveling  salesman  reports  orders  for  shipment  by  freight : 

261.  Firm  No.  23,  2-53,  2-56,  1-43,  on  account. 

262.  Firm  No.  24,  3-45,  2-53,  2-56,  on  account. 

263.  Firm  No.  25,  2-65,  2-68,  3-67,  on  account. 

261.  Firm  No.  26,  2-69,  3-41,  3-44,  on  account. 

265.  Order  from  local  firms,  on  account,  the  necessary  merchandise  for  your  branch 
store  and  for  your  salesman’s  orders. 

FIFTH  MEETING  OF  STOCKHOLDERS.  Call  a  meeting  of  the  stockholders  for 
the  purpose  of  considering  the  question  of  purchasing  real  estate  for  the  branch  stores  and 
for  your  general  store. 

Read  the  minutes  of  the  fourth  meeting  and  have  them  approved. 

Have  a  motion  passed  authorizing  the  president  and  secretary  to  purchase  the  store 
room  you  are  now  renting  for  the  Fourth  Avenue  Branch,  at  a  consideration  not  exceeding 
one  hundred  times  the  monthly  rent. 

After  extended  discussion  have  a  motion  passed  authorizing  the  president  and  secretary 
to  buy  the  store  room  you  are  now  renting  for  your  general  store  at  a  price  not  exceeding 
one  hundred  and  twenty  times  the  monthly  rent,  paying  cash  for  one-fourth  the  amount  and 
giving  short  term  notes  for  the  balance,  secured  by  mortgage  on  the  property. 

Copy  your  minutes  in  the  minute  book  as  usual,  ready  for  approval  at  the  next  meeting. 

Fill  orders  that  you  receive  from  class  firms,  or  hill  to  the  following  directory  firms: 

266.  Firm  No.  5.  2-49,  3-37,  2-61,  on  account. 

267.  Firm  No.  6,  5-37,  4-49,  4-61,  on  account. 

268.  Firm  No.  7,  3-49,  1-37,  3-61,  on  account. 

269.  Firm  No.  9,  5-37,  4-49,  5-61,  on  account. 
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270.  Buy  the  building  and  lot  you  are  now  renting  for  the  Fourth  Avenue  Branch, 
estimating  the  purchase  price  at  one  hundred  times  the  amount  you  pay  monthly  for  rent  of 
this  store  room.  Give  in  payment  your  sight  draft  on  your  commission  firm  for  the  net  pro¬ 
ceeds  of  your  shipment  charged  to  them  in  Transaction  252,  your  check  for  an  equal  amount, 
and  your  company  note  at  thirty  days  for  the  balance.  Receive  a  warranty  deed.  Debit  this 
purchase  to  Real  Estate. 

OFFICE  COURSE.  Make  this  purchase  at  the 
Real  Estate  and  Insurance  Office  of  any  firm  they 
may  designate.  If  above  office  is  not  open,  make  the 
purchase  of  E.  C.  Martin  at  the  Commercial  Ex¬ 
change,  taking  a  deed  properly  filled  out,  ready  for 
Martin’s  signature. 

271.  Receive  cash  for  unexpired  rent  on  the  property  purchased  in  Transaction  270, 
one-half  the  amount  you  paid  in  Transaction  205. 

272.  Buy  a  bank  draft  for  one-half  of  the  amount  you  now  owe  the  wholesale  firm, 
giving  your  check  for  the  draft  and  for  exchange  at  the  usual  rate.  Indorse  this  draft  and 
send  it  to  the  wholesale  firm  for  credit. 

273.  The  merchandise  you  ordered  in  Transaction  265  should  now  be  ready  for  entry. 

274.  Send  the  required  merchandise  to  your  Fourth  Avenue  Branch  as  ordered  in 
Transaction  260,  and  ship  the  merchandise  ordered  in  Transactions  261,  262,  263,  and  264, 
billing  on  the  terms  ordered. 

275.  Your  Seventh  Street  Branch  reports  sales  for  cash,  $72.50;  sales  on  account, 
$17.75;  cash  collected  from  persons  on  account  for  sales  previously  reported,  $12.25.  This 
branch  store  sends  you  N.  S.  Marvin’s  check  for  $39.25  for  credit  of  the  branch  cash  account. 

276.  Your  Fourth  Avenue  Branch  reports  sales  for  cash,  $67.30;  sales  on  account, 
$13.55;  cash  collected  from  previous  sales  on  account,  $14.58.  This  branch  sends  R.  T. 
Davis’s  check  for  $28  for  credit  of  the  branch  cash  account. 

277.  Collect  cash  for  notes  receivable  you  now  hold,  signed  by  Firms  2,  3,  4,  and  5. 

278.  Give  checks  to  pay  your  notes  payable  favor  Firms  9,  10,  11,  and  12. 

279.  Collect  cash  in  full  of  your  sales  ledger  accounts  with  Firms  2,  3,  4,  5,  and  6,  not 
including  sales  made  in  Section  Sixteen.  Allow  two  per  cent  discount  on  each  of  these  ac¬ 
counts  and  give  each  a  receipt  in  full. 

280.  Pay  your  purchase  ledger  accounts  favor  Firms  7,  8.  9.  10,  11,  and  12,  giving  a 
check  to  each  firm  for  the  net  amount  after  deducting  a  discount  of  two  per  cent. 

281.  The  Post  Milling  Co.  hand  you  a  check  for  $50  drawn  by  M.  C.  Daniels  to  apply 
on  their  note  included  in  your  investment.  Indorse  this  payment  on  their  note. 

282.  Collect  cash  in  full  of  your  sales  ledger  accounts  with  Firms  7,  8,  9,  10,  11,  and  12, 
not  including  sales  made  in  Section  Sixteen.  Allow  two  per  cent  discount  on  each  of  these  ac¬ 
counts  and  give  each  a  receipt  in  full. 

283.  Pay  your  purchase  ledger  accounts  favor  Firms  2,  3,  4,  5,  and  6,  giving  a  check 
to  each  firm  for  the  net  amount  after  deducting  a  discount  of  two  per  cent. 

284.  Take  out  an  insurance  policy  with  the  Commercial  Insurance  Co.,  for  three 
months  on  the  stock  of  merchandise  in  your  Fourth  Avenue  Branch,  for  one-half  the  amount 
of  your  second  policy  on  your  main  store  received  in  Transaction  131,  paying  cash  for  same 
at  one-half  of  one  per  cent.  Proceed  as  in  Transaction  18. 

285.  Ship  the  balance  of  wheat  on  hand  as  a  consignment;  to  your  commission  firm, 
giving  your  check  to  prepay  the  freight  at  the  rate  of  ten  cents  per  hundred  pounds. 

286.  Pay  check  $9.85  for  water  rent.  $4  in  your  main  store,  $3  in  your  Seventh 
Street  Branch,  and  $2.85  in  your  Fourth  Avenue  Branch. 

287.  Telegraph  to  the  Central  Produce  Co.  for  their  best  cash  offer  on  a  car  of  No.  1 
oats,  giving  the  telegram  to  your  teacher,  with  cash,  50  cents,  to  pay  for  sending  same.  If 
you  have  no  currency,  get  a  check  cashed  at  bank. 


TABLET  COURSE.  Make  this  purchase  of  E. 
C.  Martin,  receiving  your  deed  from  the  envelope  of 
“Legal  Papers.”  Make  your  payments  through  “Out¬ 
going  Papers.” 
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288.  Indorse  and  deposit  all  checks  on  hand. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  make  a  report  to  your  teacher  for 
Section  Sixteen. 

Section  Seventeen. 

289.  Your  Seventh  Street  Branch  requires  the  following-  merchandise:  2-37,  1-38, 
2-39,  1-40. 

290.  Your  Fourth  Avenue  Branch  requires  the  following  merchanidise :  2-49,  1-50, 

2-51,  1-52. 

Your  traveling  salesman  reports  orders  for  shipment  by  freight : 

291.  Firm  No.  27,  1-62,  2-63,  1-64,  on  account. 

292.  Firm  No.  28,  2-41,  2-53,  2-65,  on  account. 

293.  Firm  No.  29,  3-42,  3-54,  3-66,  on  account. 

294.  Order  from  local  firms,  on  account,  the  necessary  merchandise  for  your  branch 

stores  and  for  the  salesman’s  orders. 

295.  The  merchandise  ordered  in  Transaction  249  should  now  be  ready  for  delivery. 
Proceed  as  in  Transaction  8. 

Your  branch  stores  report  as  follows : 

296.  Seventh  Street  Branch,  sales  for  cash,  $66.32;  sales  on  account,  $29.27;  cash  col¬ 
lected  from  previous  sales  on  account,  $11.50;  cash  paid  for  country  produce  for  sale  again, 
$12.15.  This  branch  store  sends  you  Fred  Horton’s  check  for  $73.11  for  credit  of  the  branch 
cash  account. 

297.  Fourth  Avenue  Branch,  sales  for  cash,  $55.19;  sales  on  account,  $17.25;  cash  col¬ 
lected  from  previous  sales  on  account,  $11.55;  cash  paid  for  sundry  expense  items,  $2.25. 
This  branch  sends  you  M.  F.  Jameson’s  check  for  $42  for  credit  of  the  branch  cash  account. 

298.  Insure  your  Fourth  Avenue  Store  building  with  the  College  Insurance  Co.  for  one- 
half  the  purchase  price  of  the  property  in  Transaction  270,  making  the  policy  for  six  months 
and  giving  your  check  for  the  premium,  estimated  at  three-fourths  of  one  per  cent. 

299.  The  Central  Produce  Co.  answer  your  telegram  offering  fifty  cents  per  bushel  for 
your  oats,  freight  prepaid  to  their  city,  and  instruct  you  that  you  can  draw  at  sight  for  the 
oats  as  soon  as  they  have  been  shipped. 

300.  Ship  all  oats  you  have  on  hand  to  the  Central  Produce  Co.,  giving  a  check  to  pre¬ 
pay  the  freight  at  10  cents  per  hundred  pounds. 

301.  Bill  the  oats  at  the  price  offered  in  the  telegram,  and  draw  on  the  Central  Pro¬ 
duce  Co.  at  sight,  favor  your  bank,  for  the  amount  of  the  bill,  and  leave  the  draft  at  bank  for 
collection. 

302.  Collect  cash  from  C.  A.  Clement  for  desk  room  in  your  main  store  for  one  month, 
one-fourth  the  amount  you  pay  monthly  for  rent  of  main  store  room. 

Fill  orders  that  you  receive  from  class  firms,  or  bill  to  the  following  directory  firms: 

303.  Firm  No.  8,  3-37,  3-49,  3-61,  on  account. 

304.  Firm  No.  9,  2-37,  2-49,  2-61,  on  account. 

305.  Firm  No.  10,  1-37,  1-49,  1-61,  on  account. 

306.  Firm  No.  11,  2-37,  2-49,  2-61,  on  account. 

307.  Firm  No.  12,  1-37,  1-49,  1-61,  on  account. 

308.  Draw  on  your  commission  firm  for  the  amount  of  your  second  note  given  to  the 
wholesale  firm  in  Transaction  168,  and  send  the  draft  to  the  wholesale  firm  in  payment  of  the 
note. 

If  the  balance  due  from  your  commission  firm  does  not  equal  the  amount  of  the  note,  give  your  draft 
on  the  commission  firm  for  the  balance  they  owe  you  and  give  your  checks  for  the  balance  of  the  note. 

309.  Send  statements  of  account  to  each  one  of  Firms  13,  14,  15,  16,  17,  and  18,  that 
owes  you,  and  draw  on  each  at  sight,  favor  your  bank,  for  the  balance  due,  leaving  the  drafts 
at  bank  for  collection. 

310.  The  merchandise  you  ordered  in  Transaction  294  should  now  be  ready  for  entry. 
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311.  Send  the  required  merchandise  to  your  branch  stores  as  called  for  in  Transactions 
289  and  290,  and  ship  the  merchandise  ordered  in  Transactions  291,  292,  and  293,  billing 
on  the  terms  ordered. 

312.  Your  shipment  to  Firm  No.  26,  ordered  in  264  and  shipped  in  274,  has  been  de¬ 
livered  except  3-44,  which  has  been  lost  by  the  railway  company.  Credit  this  item  to  Firm 
No.  26  at  price  hilled,  and  debit  same  to  “Claims,”  making  the  entry  in  your  journal.  In 
the  explanation  entry  in  journal,  give  the  quantity  and  price  and  name  the  railway  company 
that  is  responsible  for  the  loss. 

Make  a  claim  against  the  railway  company  for  the  lost  merchandise  and  leave  the  claim 
at  the  Freight  Office.  Write  this  claim  on  one  of  your  letter  heads  in  the  form  of  a  memo¬ 
randum  hill  like  the  following,  using  your  name  and  the  current  date: 


BUSINESS  COLLEGE  RAILWAY  CO. 

Dr.  to . 

3  Cases  Bacon  Lost,  150  lbs.  @  10c  -  -  $15.00 

Shipped  to  R.  L.  Newton,  Newport,  _ _ 19 

Transportation  unpaid 


313.  Pay  cash  for  drayage  on  the  merchandise  you  received  in  Transaction  295,  esti¬ 
mating  as  usual. 

314.  Indorse  and  deposit  all  checks  on  hand,  together  with  any  cash  you  may  have  col¬ 
lected  since  your  last  deposit. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  make  a  report  to  your  teacher  for 
Section  Seventeen. 

Section  Eighteen. 

Your  branch  stores  report  as  follows: 

315.  Seventh  Street  Branch,  sales  for  cash,  $62.25;  sales  on  account,  $11.50;  cash  col¬ 
lected  from  previous  sales  on  account,  $7.50;  cash  paid  for  sundry  expenses,  $1.75.  This 
branch  store  sends  you  H.  Green’s  check  for  $10  for  credit  of  the  branch  cash  account. 

316.  Fourth  Avenue  Branch,  sales  for  cash,  $19.16;  sales  on  account,  $12.37;  cash 
collected  from  previous  sales  on  account,  $12.15;  cash  paid  for  country  produce  for  sale 
again,  $6.15.  This  branch  store  sends  you  F.  FI.  Platt's  check  for  $14.60  for  credit  of  the 
branch  cash  account. 

317.  Your  traveling  salesman  reports  that  he  has  collected  cash  of  Firm  No.  23,  in  full 
for  your  sale  to  that  firm  in  Transaction  261,  after  allowing  a  cash  discount  of  two  and  one- 
half  per  cent.  He  also  reports  that  Firm  No.  24  contracted  for  prepaid  freight  on  your  ship¬ 
ment  to  him  in  Transaction  262.  Estimate  the  freight  Firm  No.  24  had  to  pay -and  give  him 
credit  for  same,  sending  a  memorandum  of  credit. 

Your  traveling  salesman  reports  orders  for  shipment  by  freight : 

318.  Firm  No.  30,  1-41,  2-43,  1-46,  2-48,  on  terms  named  below. 

319.  Firm  No.  31,  3-53,  3-55,  1-65,  2-67,  on  terms  named  below. 

320.  Firm  No.  32,  3-58,  3-60,  2-70,  1-72,  on  terms  named  below. 

321.  Firm  No.  33,  1-48,  2-60,  1-72,  on  terms  named  below. 

322.  Order  from  local  firms,  on  account,  the  necessary  merchandise  for  your  sales¬ 
man’s  orders. 
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323.  The  account  sales  of  your  shipment  of  barley  in  Transaction  227  should  now  be 
ready  for  entry.  Proceed  as  in  Transaction  156.  Verify  or  compute  the  net  proceeds,  esti¬ 
mating-  the  barley  as  sold  at  55  cents  per  bushel  and  deducting  the  usual  expenses;  net  pro¬ 
ceeds  on  account. 


324.  Buy  the  store  building  and  ground  you  have  rented  for  your  main  store  room, 
estimating  the  purchase  price  at  one  hundred  and  twenty  times  the  amount  you  are  paying 
for  monthly  rent  of  the  room.  Give  in  payment  your  check  for  one-fourth  of  the  amount 
and  three  notes  for  the  balance  in  equal  amounts,  payable  in  30.  60,  and  90  days,  with  interest 
from  date  at  six  per  cent.  You  should  receive  a  warranty  deed  and  should  give  a  mortgage 
on  the  property  to  secure  payment  of  the  notes. 


OFFICE  COURSE.  Follow  the  instructions 
given  after  Transaction  270,  making  the  purchase  of 
C.  P.  Sanford,  if  the  Real  Estate  and  Insurance  office 
is  not  open.  Fill  out  a  mortgage  blank  and  deliver 
same  with  the  check  and  notes. 


TABLET  COURSE.  Make  this  purchase  of  C. 
P.  Sanford,  receiving  your  deed  from  the  envelope 
of  “Legal  Papers”  and  filling  out  a  mortgage  blank 
which  you  will  deliver  with  the  check  and  notes 
through  “Outgoing  Papers.” 


325.  Receive  cash  for  unexpired  rent  on  the  property  purchased  in  Transaction  324, 
three-tenths  of  the  amount  you  paid  in  Transaction  204.  The  purchase  of  this  store  room 
cancels  the  lease  you  gave  in  Transaction  No.  2. 

Fill  the  orders  you  receive  from  class  firms,  or  bill  to  the  following  directory  firms : 

326.  Firm  No.  2,  3-37,  5-49,  2-61,  on  account. 

327.  Firm  No.  4,  1-37,  3-49,  2-61,  on  account. 

328.  Firm  No.  7,  2-37,  3-49,  2-61,  on  account. 

329.  Firm  No.  9,  1-37,  3-49,  1-61,  on  account. 

330.  Firm  No.  14  has  failed  in  business,  being  unable  to  pay  his  creditors  in  full.  He 
sends  you  a  bank  draft  for  $8  which  you  will  accept  in  full  of  his  account,  closing  balance,  if 
any,  to  Loss  and  Gain. 

331.  Collect  cash  of  H.  C.  Crosby  for  a  month’s  rent  of  an  office  room  in  your  main 
store  building,  one-half  of  the  amount  you  paid  for  rent  in  Transaction  3. 

332.  The  merchandise  you  ordered  in  Transaction  322  should  now  be  ready  for  entry. 

333.  Ship  the  required  merchandise  to  your  salesman’s  firms  as  ordered  in  Transac¬ 

tions  318,  319,  320,  and  321,  deducting  2lA  per  cent  cash  discount  from  each  invoice  and 
drawing  on  each  of  these  firms  at  sight  for  the  net  amount  of  the  bill,  in  favor  of  your  bank. 
Leave  the  drafts  at  bank  for  collection. 


334.  Send  a  statement  of  account  to  each  of  Firms  19,  20,  21,  22,  and  24,  that  owes 
you,  and  draw  on  each  at  sight  in  favor  of  your  bank  for  the  balance  due,  leaving  the  drafts 
at  bank  for  collection. 

335.  Send  your  wholesale  firm  a  sight  draft  on  your  commission  firm  for  the  amount 
required  to  balance  vour  account  with  the  wholesale  firm.  Ask  him  to  send  you  a  receipt  in 
full. 


If  the  balance  clue  from  your  commission  firm  is  not  sufficient,  send  your  sight  draft  on  the  commission 
firm  for  the  amount  they  owe  and  your  check  for  the  balance  required  to  close  the  wholesale  firm’s  account. 

336.  Receive  payment  from  the  railway  company  for  the  claim  presented  in  Transac¬ 
tion  312. 

OFFICE  COURSE.  Receive  cash  for  this  claim  TABLET  COURSE.  Receive  a  claim  check 

at  your  Freight  Office.  from  your  Freight  Office  Pad. 

337.  Indorse  and  deposit  all  checks  on  hand  and  receive  credit  in  your  pass  book  for 
the  proceeds  of  the  drafts  on  Firms  13,  15,  16,  17,  and  18,  and  on  the  Central  Produce  Co., 
you  left  for  collection  in  Section  Seventeen. 

Prove  your  cash,  enter  your  purchases  and  sales,  and  make  a  report  to  your  teacher  for 
Section  Eighteen. 
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Section  Nineteen. 

338.  Your  Seventh  Street  Branch  was  destroyed  by  fire  last  night,  the  books  and  cash 
only  being  saved.  Your  salesman  in  charge  reports  cash  sales  since  last  report,  $39.15;  sales 
on  account,  $7.24;  cash  collected  on  accounts  receivable,  $10. 

339.  Ascertain  the  approximate  value  of  the  merchandise  burned,  first  posting  today’s 
report  of  sales  for  cash  and  on  account,  to  the  credit  of  the  branch  merchandise  account. 
Estimate  all  merchandise  sold  at  the  branch  store  as  sold  at  an  average  profit  of  25  per  cent. 
This  will  enable  you  to  determine  the  cost  of  the  merchandise  sold,  and  this  amount  sub¬ 
tracted  from  the  total  of  the  branch  merchandise  debits,  will  give  you  approximately  the  cost 
of  the  merchandise  that  has  been  destroyed.  Make  out  a  proof  of  loss  for  the  estimated 
amount  of  merchandise  destroyed,  and  deliver  it  to  the  insurance  agent,  who  will  arrange 
for  its  payment.  Make  only  a  memorandum  entry  in  your  journal,  until  the  loss  is  paid. 

340.  Pay  cash  or  give  a  check  to  your  county  treasurer  for  taxes  on  your  stock  of 
merchandise  in  the  main  store  room,  $12.75. 

341.  Your  Fourth  Avenue  Branch  reports  cash  sales,  $67.78;  sales  on  account,  $12.57 ; 
cash  collected  on  accounts  receivable,  $9.50 ;  cash  paid  for  sundry  expenses,  $3.50.  This 
branch  sends  Flanders  &  Co.’s  check  for  $49  for  credit  of  the  branch  cash  account. 

342.  Collect  cash  of  R.  E.  Pearson  for  rent  of  an  office  over  your  main  store  room  for 
one  month,  $12.50,  delivering  receipt  for  same. 

343.  The  account  sales  of  your  shipment  of  wheat  in  Transaction  285  should  now  be 
ready  for  entry.  Proceed  as  in  Transaction  156.  Verify  or  compute  the  net  proceeds,  esti¬ 
mating  the  wheat  as  sold  at  75  cents  per  bushel  and  deducting  the  usual  expenses;  net  pro¬ 
ceeds  on  account. 

* 

344.  Send,  statements  of  account  of  each  one  of  Firms  25,  26,  27,  and  28,  and  draw 
on  each  one  at  sight  in  favor  of  your  bank  for  the  balance  due,  leaving  the  drafts  at  hank  for 
collection. 

345.  Sell  for  cash,  without  billing,  4-37,  5-49,  2-61. 

346.  Buy  a  bank  draft  for  the  amount  of  your  remaining  note  given  in  Transaction 
168  and  your  acceptance  given  in  Transaction  140  favor  your  wholesale  firm,  giving  your 
check  for  the  draft  and  exchange.  Send  the  draft  to  the  wholesale  firm,  requesting  them  to 
cancel  and  return  the  note  and  acceptance. 

347.  Deduct  two  per  cent  from  the  amount  you  owe  each  local  firm  for  purchases  on 
account  since  Section  Fifteen,  and  send  a  check  to  each  one  to  balance  your  account. 

348.  Give  checks  to  pay  all  notes  payable  you  have  issued,  except  the  three  notes  given 
for  real  estate  in  Transaction  324. 

349.  Receive  cash  from  local  firms  in  payment  of  the  notes  receivable  you  hold  that  are 
signed  by  them. 

350.  Allow  a  discount  of  two  per  cent  on  all  balances  due  you  on  account  from  local 
firms  and  collect  cash  from  each  of  these  firms  for  the  balance,  giving  a  receipt  in  full  for  each 
firm. 

351.  Deposit  all  checks  and  cash  on  hand,  and  while  at  bank  receive  credit  on  your 
pass  book  for  the  proceeds  of  the  drafts  on  Firms  19,  20,  21,  22,  and  24,  that  you  left  for 
collection  in  Transaction  333.  The  bank  deducts  the  usual  collection  charges. 

Prove  your  cash  and  make  report  to  your  teacher  for  Section  Nineteen. 

Section  Twenty. 

352.  The  manager  of  your  Seventh  Street  Branch  reports  that  he  has  collected  cash  for 
all  accounts  receivable  except  $7.50,  which  proves  to  he  uncollectible.  He  deducts  $25  for  bal¬ 
ance  of  his  salary  to  date  and  remits  through  your  teacher  the  balance  of  the  branch  cash. 
Estimate  the  balance  of  the  branch  cash  account  and  call  on  your  teacher  for  the  amount. 
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353.  Receive  cash  from  the  Insurance  Agency  for  the  amount  of  your  policy  on  the 
Seventh  Street  Branch  merchandise  recently  destroyed;  or  in  full  for  your  loss,  if  the  amount 
of  the  loss  is  less  than  the  amount  of  the  policy. 

354.  Your  Fourth  Avenue  Branch  reports  cash  sales,  $62.75;  sales  on  account,  $13.25; 
cash  collected  on  accounts  receivable,  $7.50 ;  cash  paid  for  produce  for  sale  again,  $4.52 ;  and 
cash  drawn  in  full  for  salary  to  date,  $31.25. 

355.  Sell  your  Fourth  Avenue  Branch,  building,  merchandise,  and  other  resources,  to 
A.  P.  Jones,  the  manager,  estimating  the  store  room  at  an  advance  of  $100  above  the 
amount  you  gave  for  it  in  Transaction  270,  and  estimating  the  present  value  of  the  unsold 
merchandise  in  the  same  manner  as  you  estimated  the  merchandise  destroyed  in  Transaction 
339. 

Mr.  Jones  allows  you  the  full  amount  of  the  accounts  receivable,  and  in  addition  a  spe¬ 
cial  consideration  of  $50  for  the  good  will  of  the  business.  He  pays  you  cash  for  the  balance 
of  the  branch  cash  account,  the  merchandise,  accounts  receivable,  and  good  will,  and  $300  to 
apply  on  the  store  room,  and  gives  you  his  note  at  three  months,  bearing  interest  at  six  per 
cent,  for  the  balance  due  On  the  store  room,  securing  the  note  by  mortgage  on  the  store  room 
and  lot.  Give  a  receipt  for  the  balance  of  the  branch  cash ;  a  hill  of  sale  for  the  merchandise, 
accounts  receivable,  and  good  will ;  and  a  warranty  deed  for  the  store  room  and  lot,  filling 
out  a  note  and  a  mortgage  in  your  firfn’s  favor  for  Jones’s  signature. 

OFFICE  COURSE.  The  Commercial  Exchange  TABLET  COURSE.  The  teacher  will  sign  the 

will  sign  the  required  papers  for  Jones.  required  papers  for  Jones. 

356.  Make  the  following  sales  for  cash  without  hilling :  3-37,  4-49,  1-61. 

357.  Sell  to  A.  P.  Jones  for  his  store,  formerly  your  branch  store,  4-37,  3-49,  2-61, 
hilling  same  on  account  and  handing  the  merchandise  and  hill  to  your  teacher. 

358.  Receive  B.  T.  Hanford’s  check  for  $310  to  pay  balance  of  principal  and  interest 
due  on  his  note  received  in  your  investment.  Estimate  thirty-nine  days’  interest  on  this  note, 
at  the  given  rate,  before  the  indorsement  in  Transaction  228,  and  twenty-one  days’  interest 
on  the  balance  due  after  deducting  the  indorsement.  Hand  the  return  change  for  the  excess 
of  cash  in  the  check  and  the  canceled  note  to  your  teacher. 

359.  Deposit  all  cash  and  checks  you  have  on  hand,  and  while  at  bank  receive  credit  on 
your  pass  book  for  the  proceeds  of  the  drafts  on  Firms  25,  26,  27,  and  28,  left  for  collection 
in  Transaction  336. 

360.  Pay  your  notes  given  for  real  estate  in  Transaction  324,  including  six  davs’  in¬ 
terest  at  the  given  rate.  Give  in  payment  your  sight  draft  on  your  commission  firm  for  the 
balance  due  you  on  their  consignment  account,  and  your  check  for  the  balance. 

OFFICE  COURSE.  Receive  the  canceled  notes  TABLET  COURSE.  Take  your  notes  from 

and  a  release  of  mortgage  from  the  office  where  you  “Outgoing  Papers”  and  ask  the  teacher  to  make  them 
made  the  purchase.  “paid.”  Receive  the  release  of  mortgage  from  your 

“Incoming  Papers/’ 

361.  Credit  Weston,  your  traveling  salesman,  for  expenses  reported  to  date  $19.50,  and 
for  balance  of  salary  to  date  $48.50,  and  send  him  check  to  balance  his  account ;  or  collect 
cash  from  him  for  any  balance  he  may  owe  you,  handing  the  check  or  the  receipt  to  the 
teacher,  who  will  pay  the  cash  if  any  is  required. 

SIXTH  MEETING  OF  STOCKHOLDERS.  Call  a  meeting  of  the  stockholders  for 
the  purpose  of  considering  the  question  of  exchanging  your  main  store  for  real  estate. 

Read  the  minutes  of  the  fifth  meeting  and  have  them  approved. 

Have  a  motion  passed  authorizing  the  exchange  of  the  merchandise,  chattels  or  store 
fixtures  and  accounts  receivable  of  your  main  store,  including  good  will  estimated  at  $200, 
for  five  vacant  town  lots,  estimated  worth  $600  each,  making  a  total  of  $3000,  and  authoriz¬ 
ing  the  secretary  and  manager  to  give  a  firm  check  for  the  excess. 

After  considerable  discussion,  have  a  motion  passed  authorizing  the  sale  of  your  main 
store  room  to  the  person  from  whom  you  purchased  it  at  an  advance  of  $500  over  the 
amount  paid  for  it. 

Copy  your  minutes  in  the  minute  book  as  usual,  ready  for  approval  at  the  next  meeting. 
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362.  Buy  5  vacant  residence  lots  at  $600  each  making  a  total  consideration  of  $3000, 
giving  in  payment  all  merchandise  in  the  main  store  estimated  at  invoice  cost  and  freight,  all 
chattels  or  store  fixtures  on  hand  estimated  at  sixty  per  cent  of  the  cost,  and  assigning  the 
two  insurance  policies  on  merchandise  at  one-fourth  of  the  amount  paid  for  premiums  on 
these  policies,  also  transferring  all  sales  ledger  accounts  estimated  at  ninety  per  cent  of  their 
face  value.  Give  your  check  for  the  balance  of  the  purchase  price  of  the  lots,  receiving  a 
warranty  deed,  and  making  a  bill  of  sale  for  the  merchandise  and  other  values  transferred. 

OFFICE  COURSE.  Make  this  purchase  at  the  TABLET  COURSE.  Make  this  purchase  of  A. 

Real  Estate  Office,  of  any  person  they  may  represent.  R.  Kendall,  receiving  a  warranty  deed  through  “Legal 
If  this  office  is  not  open,  make  the  purchase  of  A.  R.  Papers,”  and  delivering  the  bill  of  sale  and  check 
Kendall  at  the  Commercial  Exchange.  through  “Outgoing  Papers.” 

363.  Receive  a  check  from  D.  W.  Wells  for  the  balance  of  principal  and  interest  due 
on  his  note,  estimating  eighteen  days’  interest  on  this  note  before  the  indorsement  in  Trans¬ 
action  87,  and  forty-two  days’  interest  on  the  balance  after  deducting  the  payment  just  re¬ 
ferred  to.  Return  cash  for  the  excess  and  the  canceled  note. 

OFFICE  COURSE.  Hand  to  the  teacher.  TABLET  COURSE.  Deliver  through  “Outgoing 

Papers”  and  “Community  Cash.” 

SEVENTH  MEETING  OF  STOCKHOLDERS.  Call  a  meeting  of  the  stockholders 
for  the  purpose  of  considering  the  question  of  improving  the  vacant  lots  purchased  in 
Transaction  362  and  placing  them  on  the  market. 

Read  the  minutes  of  the  sixth  meeting  and  have  them  approved. 

Have  a  motion  passed  authorizing  the  expenditure  of  not  to  exceed  $300  for  sewer  and 
for  grading  the  lots  referred  to. 

Have  a  motion  passed  authorizing  the  sale  of  these  lots  at  a  price  of  not  less  than  $1000 
per  lot  cash,  or  $1200  per  lot  on  long  term  contract. 

Copy  your  minutes  in  the  minute  book  as  usual. 

364.  Give  a  check  to  pay  sewer  work  on  your  vacant  lots,  $270. 

365.  Sell  one  of  your  vacant  lots  to  D.  C.  Grimes  for  cash  $1000.  Make  a  deed  de¬ 
scribing  one  of  the  lots  included  in  the  deed  you  received  in  Transaction  362. 

366.  Give  check  to  Jackson  Construction  Co.  for  labor  in  grading  your  lots  $27.50. 

367.  Receive  through  your  tablet  a  check  from  the  Post  Milling  Co.  for  balance  due  on 
their  note  included  in  your  investment. 

368.  Sell  another  of  your  vacant  lots  to  E.  R.  Preston  for  $1200  on  contract  payable 
in  installments  of  $50  per  month  until  paid  with  interest  at  six  per  cent  per  annum.  Make 
contracts  in  duplicate,  signing  for  your  firm  and  asking  the  teacher  to  sign  for  Preston. 
Leave  one  copy  with  the  teacher  and  file  the  other  with  your  notes  receivable. 

369.  Collect  cash  of  C.  T.  Munger  and  C.  R.  Halpin  in  full  for  their  notes  in  your 
favor.  Deliver  the  canceled  notes  and  receive  the  cash. 

OFFICE  COURSE.  Receive  cash  from  the  TABLET  COURSE.  Receive  cash  through 

teacher.  “Community  Cash.” 

370.  Sell  your  main  store  room  to  the  person  from  whom  you  purchased  it  in  Trans¬ 
action  324  at  an  advance  of  $600  above  the  price  you  paid  for  it,  receiving  cash  for  the 
amount.  Deliver  a  warranty  deed. 

371.  Deposit  all  cash  and  checks  on  hand. 

372.  Receive  through  your  tablet  B.  F.  Seymour’s  check  for  $1000  to  pay  his  note  re¬ 
ceived  in  Transaction  164.  Deliver  his  canceled  note  to  the  teacher. 

373.  Sell  your  remaining  vacant  lots  to  A.  B.  Collins  for  $3000,  receiving  through 
your  tablet  his  check  for  $1000,  and  his  note  at  sixty  days  for  the  remainder.  Deliver  a  war¬ 
ranty  deed  to  the  teacher. 

374.  Receive  through  your  tablet  a  check  from  E.  R.  Preston  for  $50  to  apply  on  his 
contract  received  in  Transaction  368.  Indorse  this  payment  on  the  contract. 

375.  Draw  a  check  in  your  own  favor  for  $100  for  your  salary  as  secretary  and  man¬ 
ager  of  the  company. 
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Minute  Book 

(Use  the  Record  Ruling) 


Stockholder’s  Ledger 


Dividend  Book 

(Use  last  two  pages) 
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SALES  LEDGER 


-FOR- 


GOODYEAR’S  COMMUNITY  BUSINESS  PRACTICE 


Give  each  account  one-half  page  and  forward  when  necessary. 
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THE  GOODYEAR  MARSHALL  PUBLISHING  CO. 
Publishers  of  Commercial  Text  Books,  Blanks  and  Stationery 
Cedar  Rapids.  Iowa. 
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PURCHASE  LEDGER 

- FOR - 

GOODYEAR  S  COMMUNITY  BUSINESS  PRACTICE 


Give  each  account  one-half  page  and  forward  when  necessary. 
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THE  GOODYEAR-MARSHALL  PUBLISHING  CO. 
Publishers  of  Commercial  Text  Books,  Blanks  and  Stationery 
Ckdar  Rapids,  Iowa. 
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